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Qperational Evaluation Cuidelines
Executive Sunmmary

L Pur pose.

Operational evaluations are intended to assure managenent
prograns are effectively achieving results and ensuring
preservation and protection of the Government's real property
assets.

Such eval uati on shoul d:

a. provide an opportunity for evaluator and operator
to share concerns, information, data and
observati ons.

b. provide a witten report of findings and
recommendations to inprove asset preservation and
service delivery.

2. Use.

These guidelines are for use in nmaking operational eval uations of
both PBS operated and del egated agency operated building(s).

They al so serve as the basis for determning performance quality
by PBS nost efficient organizations (MEOs) that have
successfully bid for commercial activities under OVMB Crcul ar
A-76 conpetition. Operational managers are encouraged to use
these guidelines to ensure the acconplishment of their roles.

Ceneral instructions for the annual use of these guidelines for
del egated agency operated buildings are included in Appendix B.
Wi | e some program areas have sonewhat different guidelines for
del egated versus PBS operated buildings, the purpose of the
guidelines is consistent.

3. njective.

The operational evaluation is intended to assure objectivity,
uniformty and consistency in the conduct of evaluations.

4, Scoring.

~a. Wighted Evaluation Score. FEach program area has a
maxi num raw score of 100 points. The raw score is multiplied by
a weighted factor based upon the inportance to the total
operating program  The eval uation score on the Summary Rating
Sheet is determ ned by cal culating the average of the applicable
program ar eas.




b. Partial Credit. Partial credit will be on the degree of
conpliance with the itemrated in the service categories only.
Adm nistrative categories are rated as yes/no with no partia
credit given. Factors not given a maxi mum score may require a
witten explanation in the "coments section"” of the program
eval uation. Not ewor t hy acconplishnents and innovati ons are al so
indicated in the "comments section".

c. Non-applicable items. Certain program areas and/or
certain specific questions in the guidelines nay not apply to a
particular operation. To conpute the evaluation score, the
evaluator will do the follow ng:

Score all applicable itens in each section of the program
area and enter their values beside the respective section under
| nspection Score on the pro%ran1rating sheet. Next, sum each
section's score to obtain the overall Inspection Score. Then
determ ne the point value of the non-applicable itens, for the
section(s) where this condition exists. Subtract the value of
the non-applicable itens from 100 and divide the rem nder into
the total inspection score of the applicable items, then multiply
by 100 to obtain the Adjusted Score. This adjusted score will be
entered on the Program Rating Sheet under the respective program
on the Summary Rating Sheet.

Note:  For some programs, a weighted score based on the size of
the unit is also used. For exanple, when rating cleaning in
several buildings, a weighting on the basis of each building s
occupi abl e area is used.

Al
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REG ON DATE

LOCATI ON

COPERATI ONAL EVALUATI ON  GUI DELI NES
SUMVARY RATI NGS

MAXI MUM  EVALUATI ON V\EI GHT V\EI GHTED FROM
PROGRAM SCORE SCORE FACTOR EVALUATI ON PACGE
SCORE
(a) (b) (c) bxc

Qper ations & Maintenance 100 .13 B
Energy Conservation 100 .13 C
Cust odi al Managenent 100 .13 D
Safety & Environnent al 100 .09 E
Managenent
Concessi ons 100 .04 F
Repair & Alteration 100 .09 G
Contracting Program 100 .04 H
Resour ce Managenent 100 .09 I
Lease Managenent 100 .04 J
Rei mbur sabl e Servi ces 100 .09 K
Space Assignnment and 100 .06 L
Utilization E— —
Security 100 .07 M
Total - Operational Activity 1.00



CPERATI ONS AND MAI NTENANCE PROGRAM
RATI NG SHEET

REG ON:

LOCATI ON:

Qperational Unit: Maxi mum *Eval uation
Score Score

1. Service Delivery 75

N
ol

2. Adm nistrative Program

=
o

TOTAL

To Page A-1

* EVALUATI ON_SCORE:

Service Delivery:

Actual Score NA s
75 - X 75=

Adm ni strative Program

Actual Score NA s
25 - X 25

Report Prepared By (Signature) Dat e
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CPERATI ONS AND MNAI NTENANCE PROGRAM
GOALS

O dient requirenments and needs are being net within the
annual resource allocations.

O The building(s) equipnent and systens are operated and
mai ntained in a manner that will provide for orderly client
operations and ensure preservation of the Governnent's
assets.

O An approved preventive nmaintenance program has been
established for the building(s) equipnent and systens and
preventive maintenance is being acconplished in accordance
with the approved program and guidelines; and docunentation of
the program is being nmaintained to ensure quality services to
our clients.

O Provisions of the Federal Property Managenent Regul ations,
ot her applicable Federal regulations, |aws, and Executive
Orders are being conplied with, to ensure quality services
have been provided to our clients.

*
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CPERATI ONS AND INAI NTENANCE PROGRAM EVALUATI ON GUI DE

The intent of this evaluation guide is to provide the
mechani cal evaluator with information that wll assist in
determning the effectiveness of building operations and
mai nt enance program whil e conducting a visual walking

i nspecti on. Exhibit 1 is an optional guide to use or adapt
as an inspectional check list for the specific buildings
bei ng eval uat ed.

1. Bui | di ng operati on. Revi ew operating records, and
related data for conpliance with approved Building Operating
Plan (BOP). Exanpl es: Manpower and equi prent requirenents.
St art up/ shut down procedures. Heat i ng/ cool i ng equi pnent/
system operating peri ods.

2. Service calls. Review daily service calls docunented on
GSA Form 1897, Mai ntenance Authorization or equivalent forns.

Check the service call log, Forns 1897, and review the
fol | ow ng:

Date and time conplaint was reported.
Maxi mum response tine 1 day for norma
operati ng hours.

Location of work.

Nature of service call problem

Date work was conpl et ed.

Check for call backs on the sane service
pr obl ens.

o

™/ Qo

After reviewing itens (a) through (f) on the service calls,
determne if:

, Proper coding, conpletion, and handling of tickets.
% The response tinme is acceptable.
i. There are continual call backs.

3. Water treatnent. Read the water analysis and prescribed

water treatnment program report. The followng information wll

assist in understanding the water test and sanpling program
recommendat i ons, which nust be nade by a qualified chem st or
wat er treatnent engineer. Al gae and mcrobial slinme growhs

% % k>

*

can be prevented by using suitable mcrobial treatnent. Shock *

or alternate biocide treatnent nmay be required.

B- 2a
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If there is buildup of mneral deposits (scale) on heat transfer
surfaces, such as water tower condensers, this indicates the
wat er control program is inadequate. Corrosi on can be
controlled by using suitable inhibitors and pH control

a. Check the water testing and nonthly sanpling reports for
cl osed systens, boilers, and chillers.

b. Check the water testing and sanpling reports for open *
systens condenser, condensate water, and cooling tower.

C.  Check for biological growh, dirt buildup, or rust on *
cooling tower and standing water near ventilation air )
i nt akes.

d. Check for use of biocides and their effectiveness.

e. Check decorative fountain water display for
bi ol ogical growh and dirt buildup, if applicable

4, Preventive maintenance and inspections. Definite
procedures for the preventive maintenance of all nechanica
equiprent in a building are necessary for efficient operation
The objectives of preventive naintenance and inspections are

as foll ows: to ensure proper operation and naintenance of

equi pnent, mnimze nmajor repairs, prevent breakdowns,

control rmai ntenance cost, assign personnel, and to keep
adequat e mai ntenance records and data. \Well planned

i nspections and up-to-date and correct records are required

for a successful preventive naintenance program I nspection is
a key phase of preventive maintenance. Wen ninor deficiencies
are over-|ooked, they can cause nmjor breakdowns in the future.

*

a. PM procedures for nonthly records. Review and eval uate
the Preventive Mintenance (PM records. Not e:

Type of equipnent to receive PM
Frequency

Locations and equi prent nunber

Work prescribed by guidecard or other
contract clauses

5. Date work conpleted

Ll

The inspector should take a flashlight, inspection mrror,
non-destructive test equipnment, thernoneter pencil, and
paper to check and note deficiencies when nmaki ng inspections.
Phot ographs of "as found"” conditions can al so be hel pful

B- 2b
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A reference copy of the approved PM package can be used to check
the actual work perfornmed, but it may be necessary to suppl enent
t hese procedures with the manufacturer's instruction if the

equi pnent is not of standard design and requires different

mai nt enance. In these cases, the PM package shoul d reference

the applicable manufacturer's instructions. For contracts, "
determine if nechanical inspector is know edgeabl e about *
nmai nt enance specifications, reports, records, and any special t

requiremnents.

b. Fan assenbli es. Fans shoul d be inspected for proper
operation, |lubrication, and cleanliness. Fan bl ades nust be
properly aligned and rotate freely within their housings. The
pul l eys on the fan shaft and the notor shaft can be checked by

observing belts during fan operation. (Turn power off and
tag notor disconnect with danger tag, rotate by hand,) Check
fan belts for wear. Belts should be of nmatched sets, and nust *

ride equally on the pulleys.

If the fan assenbly drive unit has a flexible connection,
i nspect the coupling for unusual noise, wear, and vibration. *
The shaft sleeve bearings for fans are lubricated with oi
whil e ball bearings are packed with grease. Check for
excess lubrication that can cause oil to drip from the

*

bearing, resulting in unsightly collection of oil, lint, and an
unsafe condition. Excess oil or grease nust be kept off the
equi prrent and fl oor.

C. Filters. Check fresh air filters in air handlers to see *
if they are mssing, properly aligned, clogged, or have *
excessive pressure drop. The frequency of inspection and *
cl eaning depends on the type system type filter, geographical *
| ocation, and air borne dirt. Wy ere applicable, either pull *
the filter out and hold it to the light or on roll-type *
filters, put a flashlight behind the filter curtain to *
determine its condition. Check the condition of the drive i
nmechani sm Check the air inlet side of the heating and *
cooling coils for cleanliness. I nspect coil franmes and drain
pans for absence of rust and deterioration. They should be
cl ean and pai nt ed. Check for absence of ponded water and
dirt buil dup. *

d. V-Belts. I nspect V-belts for breaks, evidence of wear,
glazing of the tension surfaces, excessive flopping, and
proper tension. A belt is tensioned properly if it has a
defl ection of one-half inch typically mdway between the
pul | eys.

B- 2c
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If a belt is too loose, it will slip, while a tight belt wll
cause increased bearing load and nore rapid bearing wear.
Check for protective safety cover or other restraining device. *

e. Louver/ danper. I nspect intake and exhaust danper
assenblies to see that they are not danmaged or corroding.
Check for freedom of automatic danper nobvenent. Not e
defi ci enci es. Exanpl es: bent shafts, binding of blades or
operating nechanism bent rods or |evers, unconnected danper *
actuators, and excessive air |eakage when cl osed. Check *
outside and return air danpers for proper positioning and
nodul at i on. Qutside air danpers should be 100 percent closed
when return air danpers are 100 percent open and vice versa.

f. Cooling tower. The inside of the cooling tower is
constantly exposed to water, chem cals, and air. Thi s causes
unprotected netal parts to corrode, and wooden parts to decay.
When you inspect the tower:

" 1.  Check for clogged, restricted, or unbalanced water *
ow.

2. Check for foreign material in air intake |ouvers,
drift elimnators, decking, or on protective fan screens.

3. Check for clogging of float valve, sunmp, and bl eed
of f.

4, Look for scale on |louvers, distribution pan.

5 Check foreign organic material build up in the tower*
sunp.

6. Check wooden decking and fill for decay and dry rot.

7. Check safety of tower structure and accessibility
for inspection and mai ntenance. The superstructure, notors *
and switches should be free of rust and corrosion

8. Check the oil level in the fan speed reducer

9. Listen for any unusual fan noises or vibrations.
Check fan assenblies, notor, pulleys, bearings, and belts.

10. Check the water level in the distribution pan or sunp.

11.  Check | oose or mnissing |ouvers. *

12. Check automatic controls for air danper, cel
sequencing, sunp heaters, and water by-pass.

*

*
*

. Switchgear and electrical systens. Check to insure that*
aIP main and service disconnects are properly and pernanently *
| abel ed. Insure that all |ow voltage power circuit breakers *
(over 50 anps), nolded case circuit breakers (over 400 anps), *
and notor starters/notor control centers are tagged with [ast *
i nspecti on/ mai nt enance date and nanme of contractor who *

B- 2d
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per f orned nmai nt enance. Check for unusual noise or vibrations,
| oose connections, or pitted contacts. Al the electrical
controls and sw tchgear equi prent should be tagged if out of
service or being repaired. Check to see that rubber mats are
install ed. Check that breaker power |ights and open-close
flags are worKking.

* o+ k%

h. Boiler and unfired pressure vessel. Check for general
condition of conbustion controls, |eaks (water, air or fuel),
unrestricted safety valve and discharge piping, |ow water cut
out, clean water |evel sight glasses, inspection certificates
are current, posted, and nade by certified inspectors
Nati onal Board of Boiler and Pressure Vessel Inspectors, or

% k% %

*

State or city). Boil er roons should be clean and daily logs *
up-to-date. -Adequate supply air for conbustion and absence *
of starving for air. Check to see that boiler plant startup, *
*

operation, and shutdown procedures are posted and applicable
to plant.

i. Chillers. Check for general condition of controls,
absence of leaks (water, air or refrigerants), safety valve
and piping to outside for larger units, and working gauges.
Chillers and surrounding areas should be clean. Check that
| og books are properly filled out. Check | ow pressure
machines to insure that purge unit is functioning and there
are no obvious |eaks of refrigerants to the atnosphere. Check*
that oil use is not excessive. Check that venting, recovery, *
recycling, and reclaimng of refrigerants are in accordance
with aws and regul ations. Check to see that chiller plant
startup, operation, and shutdown procedures are posted and
applicable for the plant.

¥ % % >

. Punps. Check for unusual noises or operating
t enperatures and pressures. Check coupling vibration for
m sal i gnment and for unsupported vibrating piping. Punps
havi ng nmechani cal seals should not be [|eaking fluids. Check
for water leaks or if water-cooled bearing for a snal
control | ed packing | eak. I f excess | eakage, new packing
should be installed and water runoff controlled through
adj ust nent of packing gl and. Exam ne for rust which is a
preval ent probl em around punp structural parts. C eani ng
and painting are required. Check to see that punp is firmy
bolted to foundation. Check to see that valve stem threads
are clean and isolation valves are free to operate.

% % % % k¥ ¥ ¥ >k ¥

k. Mot or s. Before you internally inspect any notor, be
sure the electricity is turned off. Check for | oose,
vibrating, or uncovered electrical wring. Check that

B- 2e
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grounding straps are installed and tightly secured. Feel the
motor and bearing for excessive heat. Visually check the

wi ndings for cleanliness to be sure they are free of dirt, oil or
grease. Check oil and/or grease in notor and related systens.
Over-lubrication causes oil or grease to drip from the bearing,
which results in unsightly collection of oil and dirt. Mot or s
havi ng seal ed bearings do not require lubrication. These units
are lubricated for the life of the notor. REMEMBER, MORE MOTORS
HAVE FAlI LED DUE TO OVER LUBRI CATI ON THAN FROM LACK OF

LUBRI CATI ON. I nspect structural frame and notor assenbly for
heat cracks, wear, and noisture. A visual inspection of the
notor starter panel should also be nmade for cleanliness, absence
of rust, and tagged if equipnent is down for repairs

or preventive naintenance. Check to see that notor is firmy *
bolted to foundation. *

1. Steam traps/val ves. Check steam traps and strainer for *
proper operation. Check that valves operate and open and *
cl ose easily. However, do not attenpt to operate valves w thout
first checking with the nmechanical foreman. Valve stens should
be cleaned and not painted. Check for stem packing and bonnett
bl eaks.

m  Equi pnent roons. Mechani cal spaces, fan roons, boiler
roons, elevator pits, elevator penthouses, chiller roons, and
mechani cal and el ectrical shops should be clean, not used as
general storage areas and | ocked. Check that conbustible
material is not near switchgear or boilers and that storage *
does not interfere with passage or equi pnment operation. *
Storage areas for nechanical supplies and materials should be:
neat .

*

n. A r conpressor. Check air storage tank or receivers for
wat er accunul ati on. Qpen manual drain valve or test automatic
drain val ve. Check oil separators for signs of oil or
contam nation entering into system Check air filter for
cleanliness and tightness of fit. Check for unfired pressure *
vessel inspection certificate, if applicable. Check shutoff
and starting operating pressures and for high cycling rate.

* %

0. Lanps/ Lanpi ng. Check lighting levels for work and
i nspecti on adequacy. Check that fixture diffusers are clear
and not cloudy or opaque due to aging. Check that safety
shields or guards are install ed. Check for exposed wiring
or m ssing support hangers.

* % % ¥

B- 2f
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5. Forns. Uilize the following forns or equivalent as
needed:

GSA Form 1003, Storage Battery Mnthly Record

GSA Form 1231, Elevator Data Cards

GSA Form 1736, Equi pment |nventory List

Form 1739, Equi pnent Hi story

GSA Form 1897, Maintenance Authorization

GSA Form 2109, Annual Field Ofice Craft Requirenents
GSA Form 2523, Lanpist Daily Call Record

GSA Form 2543, Low Voltage G rcuit Breaker Test Record
Form 2543A, Network Protector Test Record

Form 2543B, Protective Relay Test Record

Logs (boiler plant, chiller plant, and tour)

Wat er Anal ysi s/ Treatnent Records and Log

T oo ®
p>

49

6. Ceneral. The follow ng conments are genera
recomendati ons on evaluating the overall condition of the
bui | di ng, conponents, equipnment, and systens. For a small
building or a highly centralized nmechanical equipnent
building, all nmechanical roons should be inspected. For

nunerous small buildings or a large building with highly

di stributed equi pnment roons, a snaller portion, 5-10 percent,
shoul d be i nspect ed. Dependi ng upon available tinme and travel
di stance, about 20-25 percent of the total field office
nmechani cal spaces should be evaluated to assess the overal
representative condition

a. Mintenance perfornmed on equipnment |isted on PM cards
is annotated and current. Check 20 to 30 recently conpleted
cards or conputer printout and respective equipnent for
conpl i ance.

b. A random inspection of the equipnent, indicates that its
condition is best described by one of the follow ng ratings:

(1) Excellent - Al equipnment is well naintained and
operating efficiently. Cccasional mnor deficiencies found
are of no operating significance, critical, or safety nature.
One hundred percent of maxi num rati ng.

(2) Good - A majority of the equipnent is wel
mai ntained and in good operating condition. There are no
serious deficiencies. Seventy-five percent of maxinmum rating.

(3) Marginal - Equipnent is operating but shows neglect.
Equi prent is not being regularly naintained. Fifty percent of

maxi mum rati ng.

B- 29
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(4) Failure - Equipnent is in poor operating condition *
or is not operating. Several pieces of major equipnent are *
mai nt ai ned on a breakdown basis. Two or nore service outages *
have occurred that resulted in agency lost work tinme or *
environnmental disconfort to a significant portion of the *
bui I ding (20 percent or nore of space). This does not include*
out ages beyond the manager's control. No points all owed. *

B- 2h



CPERATI ONS AND NAI NTENANCE PROGRAM

Service Delivery

A Condition of building
conponents, equipnent, and
systens.

B.  An inspection program has
been established, inplenented,
and docunmented to ensure that
preventive naintenance (PM is
acconpl i shed in accordance
with the approved PM program

C A service call procedure
has been established and

i mpl emented to ensure tinely
response and corrective action
to occupant conplaints.

D. I nspection reports on file
reflect the actual condition of
the building equipnment relative
to the nechanical naintenance
progr am

E.  Qccupants are satisfied with
bui |l ding operating service.

Maxi mum_ 75 Act ual

EVALUATOR S GUl DANCE

Judge the condition of build-

i ngs conponents, equi pnent

and systens. See Exhibit I(a)
thru 1 (f) as a guide for making
scoring judgenent.

Revi ew program establishnent,
i mpl ement ati on and docunent a-
tion for acconplishnent of

t he PM program

Revi ew procedure establishment
and inplenmentation and foll ow
up actions.

Revi ew agai nst condition found
in (A above.

To be determ ned by occupant
survey and/or interviews by
clients.

B-3

NA_

MBx.

50
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Adm ni strative

A Mai nt enance wor kl oad

ments, both fo

1, 1992

Pr ogr am

rce account and

CPERATI ONS AND NAI NTENANCE PROGRAM

Maxi mum 25 Act ua

require-

contract, are fully defined and

docunent ed. T

he operation

mai ntains an accurate and up-to-

dat e equi prent
bui | di ng.

B. Preventi ve
docunented and

i nventory for

mai nt enance is

each

work is schedul ed.

C  The operation has an effective

wat er treatnment

nont hly wat er

sanpl e anal ysis

program i ncl udi ng

reports for refrigeration and boiler
systenms, corrective action taken on
and biocide treatnent
of cooling tower water

t hese reports,

D. All nain connect

and di sconnect

switches are permanently marked for

identification.

B- 4a
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2
8
2
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OPERATI ONS AND NMAI NTENANCE PROGRAM

Adm nistrative Program (continued)

E. Al boilers in buildings have
been inspected within the past year
as evidenced by GSA Annual Inspection
Certificates or equivalent form

F. Al wunfired pressure vessels have
been inspected within the past year
as evidenced by GSA Annual Inspection
Certificates or equivalent form

G Al elevators have been inspected
at intervals required by current

st andar ds. GSA Annual | nspection
Certificate or equivalent formis

di splayed in the cab or the Operating
Managers' O fice.

H A copy of each nmaintenance contract,
with all amendnents and nodifications
included, is on file. Requi red schedul es,
pl ans and other submittals are also on file.

B- 4b
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OPERATIONS AND MAINTENANCE PROGRAM

Administrative Program (continued)

I. Maintenance inspectors are
knowledgeable about their
responsibilities, relevant contract
requirements, and documentation
procedures.

J. Boiler plant operating
instructions are available and
posted on or near equipment.

K. Chiller plant operating
instructions are available and
posted on or near equipment.

L. Records are being maintained

with respect to the management
and control of refrigerants.

B-4c
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CPERATI ONS AND NAI NTENANCE PROGRAM
COMMVENT  SHEET

Provi de conpl ete
conmrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWMENTS
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EXHBIT 1la

CONDI TION OF BU LDI NGS COVPONENTS, EQUI PMENT AND SYSTENS

COPERATI NG ACTIVITY

BU LDI NG NAME AND ADDRESS

CATEGORY/
LOCATI ON

A. ROCFTCP

B. COCLI NG
TONER

C. ELEVATOR
MACHI NE
RCOOM

o
NFRPOOONOUTRWNERE OONOURWNRE

1.
2.
3.
4.
5;
6.
7.
8.
9.

10.
11.

DATE OF EVALUATI ON

| TEM SERVI CE

. EXHAUST FANS (NO SES)
_AIC UNITS

. FLAG FLAGPOLE

. SURFACE CONDI TI ON

. ROOF DRAI NS ( PONDI NG)
. ROOF FLASH NG

. LI GHTNI NG RODS/ W RE
. DI RT/ Bl RD SCREENS

. PARAPET/ STRUCTURES

. LADDER/ PLATFORM

. HOT DECK NQZZLES
. HOT DECK COVERS
. FI'LL MATERI AL

. DRI FT LOUVERS

STRUCTURE CONDI Tl ON

. FLOAT/ FEED VALVE

. FAN BLADES

. MOTOR/ DRI VE/ COUPLI NG
. WATER TREATMENT

. DI RT/ ORGANI C  MATTER
. TOAER SUMP CONDI TI ON

HOUSEKEEPI NG

VENTI LATI ON  EQUI PVENT
FI LTERS

LI GHTS

SECURI TY (LOCKS, ETC.)
RELAY ( ARCI NG BURNT)
NO SES ( UNUSUAL)
CABLI NG

COVMUTATORS

BRUSHES

P.M CHECKCHARTS

B- 6a

| NSPECTED BY:

CONDI TI ONS REMARKS
OBSERVED
SAT  UNSAT
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EXH BIT 1b

CONDI TI ON OF BUI LDI NGS COVPONENTS, EQUI PMENT AND SYSTEMS

OPERATI NG ACTIVITY

BU LDl NG NAME AND ADDRESS

CATEGORY/
LOCATI ON

D. ELEVATOR 1

2

3

4

5

6

7

8

9

10

11

12

E. OFFICH 1

OCCUPI ABLE 2

SPACE 3

4

5

6

7

8

F. RESTROOMS 1

2

3

4

5

6

7

8

DATE OF EVALUATI ON

| TEM SERVI CE

. CALL BUTTONS
. RI DE ( SMOOTHNESS)

. NO SES ( UNUSUAL)

.ARRI VAL LI GHTS/ BELLS

. TELEPHONE

.1 NDI CATOR PANEL

. LI GHT/ FAN CEl LI NG

. SAFETY EDGE/ LI GHT RAY
. LEVELI NG TO FLOOR

. RESPONSE TIME TO CALL

BUTTON

. CAB  APPEARANCE
. I NSPECTI ON CERTI FI CATI ON

. LI GHTI NG LEVELS

. TEMPERATURES/ THERMOSTATS
. VENTI LATI ON

. W NDOW SYSTEMS

. DOORS ( HARDWARE)

. SAFETY CONDI TI ONS

. DI STRIBUTI ON  PANELS

PROPERLY LABELED

. OVERALL APPEARANCE/ PAI NT

. TO LETS (LEAKS, OPERATI ON)
.URI NALS (LEAKS, OPERATI ON)
. LI GHTI NG

. VENTI LATI ON

. STALL HARDWARE

. FAUCETS (DRI PS, ETC.)

. DRI PS (LEAKS, SLOW

. OVERALL APPEARANCE/ PAI NT

B- 6b
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EXH BIT 1c

CONDI TI ON OF BUI LDI NGS COVPONENTS, EQUI PMENT AND SYSTEMS

OPERATI NG ACTIVITY

BU LDl NG NAME AND ADDRESS

CATEGORY/
LOCATI ON
G STAR-
VWAYS/ HALLS
H LOBBY/
ENTRANCES
. ESCALATORS
J. ELEVATOR/
PIT

A WNE OUTRWNE OO WNE O~NO O WN P

DATE OF EVALUATI ON

| TEM SERVI CE

. LI GHTI NG

CEXIT LIEGHTS

. EMERGENCY LI GHTS

. FI RE EXTI NGU SHERS

. WATER FQUNTAI NS

. TI LE/ FLOORI NG

. COVE BASE

. OVERALL APPEARANCE/ PAI NT

. LI GHTI NG

. DOCR HARDWARE/ SECURI TY
CEXIT LIGHTS

. AUTOVATI C DOCOR OPERATI ON
. WEATHER STRI PPI NG

. OVERALL APPEARANCE/ PAI NT

. HANDRAI LS

. RI DE ( SMOOTHNESS)

. NO SES ( UNUSUAL)

. COMBS

. EMERGENCY SHUTDOWN

. OVERALL APPEARANCE/ PAI NT

. LI GHTI NG

. O L LEAKS

. SECURI TY/ LOCKS

. OVERALL APPEARANCE/ PAI NT

B- 6¢

| NSPECTED BY:

CONDI TI ONS REMARKS
OBSERVED
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EXHBIT 1d

CONDI TI ON OF BUI LDI NGS COVPONENTS, EQUI PMENT AND SYSTEMS

OPERATI NG ACTIVITY

BU LD NG NAME AND ADDRESS

CATEGORY/
LOCATI ON

K. BO LER
ROOM

L. CH LLER
ROOM

M PUW ROOM

[

=

RPOOO~NOOUITRARWNE

Qoo ~NOUIRhWwWN -

2.
3.
4.
5.
6.

DATE OF EVALUATI ON

| TEM SERVI CE

. OPERATI NG CONTRCLS

. SAFETY RELI EF VALVES

. WATER TREATMENT

. Al R/ FUEL/ WATER LEAKS
.WATER LEVEL | NDI CATOR
. | NSULATI ON

. ADEQUATE SUPPLY AIR

. OPERATI NG | NSTRUCTI ONS
. OPERATI N& TOUR LGGS

. LI GHTI NG

. OVERALL APPEARANCE/ PAI NT

. CONDENSER WATER

TEMPERATURES

. CH LLED WATER TEMPERATURES
.PURGE UNIT

. RECOVERY UNIT

. O L/ REFRI GERANT LEAKS

. PI PE | NSULATI ON

. OPERATI NG | NSTRUCTI ONS

. OPERATI N& TOUR LGOGS

. LI GHTI NG

. OVERALL APPEARANCE/ PAI NT

1. NO SE/ VI BRATI ON ( UNUSUAL)
LEAKS

MOTOR/ COUPLI NG

LI GHTI NG

VENTI LATI ON

OVERALL APPEARANCE/ PAI NT

B- 6d

| NSPECTED BY:

CONDI TI ONS
OBSERVED
SAT  UNSAT

REMARKS
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EXH BIT 1le

CONDI TION OF BUI LDl NGS COVPONENTS, EQUI PMENT AND SYSTENS

COPERATI NG ACTIVITY

BU LDI NG NAME AND ADDRESS

CATEGORY/
LOCATI ON

N. SWTCH
GEAR
RCOOM

0. AIR
COVPRESSOR

P. EMERCGENCY
GENERATOR
RCOOM

OCO~NOUITRWN PR OCO~NOUITAWN B

CO~NOUPR~WNE

DATE OF EVALUATI ON

| TEM SERVI CE

. SAFETY MNATS

. I NDI CATOR LI GHTS/ FLAG

. QUT OF SERVI CE TAGS

. TEST DATES TAGS

. TELEPHONE

. EMERGENCY LI GHTS

. VENTI LATI ON

. LI GHTI NG

. OVERALL APPEARANCE/ PAI NT

. O L LEAKAGE

. CYCLI NG RATE/ Al R LEAK
.AlR FILTERS

. DRAI NV CONDENSATE

. Al R CONTAM NATI ON

. Al R DRYER PERFCRMANCE

. MOTOR CONDI TI ON

. REGULATI NG RELI EF VLV

. OVERALL APPEARANCE/ PAI NT

. OPERATI NG LOGS

.FUEL LEAKS

. BATTERY WATER

. BATTERY CORRCSI ON
.FILTERS (O L/WATER/ Al R)

. RADI ATOR/ ANTI FREEZE

. LI GHTI NG

. OVERALL APPEARANCE/ PAI NT

B- 6e

| NSPECTED BY:

CONDI TI ONS REMARKS
OBSERVED
SAT  UNSAT
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EXH BI T 1f

CONDI TI ON° OF BUI LDl NGS COMPONENTS,

COPERATI NG ACTIVITY

BU LDI NG NAME AND ADDRESS

CATEGORY/
LOCATI ON

Q AR
HANDLER
ROOM

R~ BASEMENT

S. STORAGE
AREAS

Overal |

©ONOUAWN R

EQUI PMENT AND SYSTEMS
DATE OF EVALUATI ON

| TEM SERVI CE

. BELTS

BELT SCREENS/ GUARDS

. NO SES ( UNUSUAL)

DAVPER CONNECTI ONS

. FREEZESTAT/ CONTRCOLS

. FI LTERS

. MOTOR CONDI TI ON

. I NFI LTRATI ON

. DUCT LEAKS

.CO LS CLEAN

. DRAIN PAN CLEAN

. CA L/ PAN PRESERVATI ON
. LI GHTI NG

. TOUR LGG

. OVERALL APPEARANCE/ PAI N

. SUMP  PUVPS

SEWACGE EJECTORS

. LI GHTI NG

OVERALL APPEARANCE/ PAI NT

. SECURI TY
. SPARE PARTS/ STORAGE
. OVERALL APPEARANCE/ PAI NT

| NSPECTED BY:
CONDI TI ONS REMARKS
OBSERVED
SAT  UNSAT
Maxi mum 50 M ninum O

Condition Summary - Score

B- 6f
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ENERGY CONSERVATI ON PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)
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ENERGY CONSERVATI ON PROGRAM
GOALS

O Building equipnent and systems are operated in an energy
efficient and econom c manner to maximze quality services
and mnimze costs for our clients.

O A building action plan has been devel oped and is being
i npl emrented with energy conservation projects and other
actions designated for future years to maxim ze building
operations for our clients.

QO Appropriate docunentation of the energy nanagenent and
conservation program has been developed and is on file to
ensure quality services are provided to our clients.

QO Provisions of the Federal Property Managenent Regul ations,
Executive Orders, and the National Energy Acts are being
conplied with, as applicable.
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ENERGY CONSERVATI ON PROGRAM EVALUATI ON GUI DE

The intent of this guide is to provide information that will help
evaluate the effectiveness of the energy conservation progran(s).

Energy conservation goals are mandated by Public Law 100-65, the

Federal Energy Managenent |nprovenent Act of 1988, and Executive

Order 12759, Federal Energy Managenent, signed by President Bush

on April 17, 1991.

The General Services Adm nistration has established interim
goals (or incremental steps) to achieve those goals nmandated by
the Law. The evaluation of the Energy Conservation Programis
a neans to determ ne what steps or acconplishnments have been

i npl emented which will enable the Agency to effectively reduce
energy consunption while naintaining acceptable standards for
the safety and confort of tenants.

>*

1. Conpare current BTU GSF performance to previous year's
data for the building(s). Al so conpare current BTU GSF
performance to the 1585 baseline year (if applicable) and
conpare with the BTU GSF of other simlar buildings (if
applicable) in the region. Request an explanation from the
operating activity manager for any building in which
consunption increased.

2. Do a physical walk-through of all buildings being inspected
to ensure conpliance with tenperature and lighting criteria.

Al classifications of space present in the building should be
sanpl ed and readings recorded. Hot water tenperatures should
be taken as well. Check thernostat settings as well as space
tenperatures to determ ne whether [|ocking thernostat covers are
required.

3. Conduct a physical inspection of the nmechanical equipnent
of all buil dings.

a. Review results of the last Boiler Tune-up Evaluation
Report and check that any findings or recomendati ons have been
programred or inplenented.

b. Check all lines (water, steam conpressed air, oil)
for signs of |eakage.

C. Check all lines and tanks for insulation

C-2a



Rev. 2 Cctober 1, 1992

d. Check a random sanple of controls including: tenperature
sensors, transfer valves, water cutoff valves, danper controls,
etc. Check settings and gauges. Identify nmal functioning or
di sconnected controls.

4. Review the listing of planned energy conservation projects
and check that projects are being identified which are life cycle
cost effective and reduce energy consunption.

b. Review the listing of projects and/or tenant renovations and
check that energy conservation technol ogi es were included.

6. Check the building envel ope for open doors and w ndows,
weat her stripping and caul ki ng.

1. Revi ew bui |l ding operating plans and check that energy
consunption is mnimzed as nuch as possible. In addition to
t he obvi ous benefits of an effective operation and nmai ntenance
program the energy conservation program should include
efficient operating procedures such as optinmm start/stop
staging of boilers and chillers, resetting tenperatures in
response to climatic conditions and other operationa
opportunities.

8. ldentify overtinme requirenents and equi pnent being run to
provi de services. Det er mi ne whet her package units shoul d be
utilized.

9. Revi ew the current operation and any docunentation of the
operating history of Energy Managenent Systens which may be
present. Determ ne whether the system is operating as designed.
Identify shortcom ngs, deficiencies, or problens with the system
and recommend corrective action, as appropriate.

10. Interview the QOperational Manager regarding their energy
conservati on awareness program Ask for docunentation of tenant
neetings, newsletters, bulletins, or other evidence of efforts in
this regard.

11. Interview building operating personnel (Miintenance Forenen

Contract Supervisor, HVAC operators) to determine their
famliarity with energy and water reduction plans.

12. Review files for copies of utility bills, consunption

reports, rate schedules and logs of neter readings for al
utility service in buildings.

C 2b



13. Look for evidence of analyses perfornmed on utility bill
information and consunption data. The follow ng types of
docunent ati on should be avail abl e: evi dence of cross checking
of bills with neter readings, conparisons with prior year
information, and correlations between consunption and outside
tenperature information.

14. If applicable, review a representative sanpling of R-type
Rei mbur sabl e Wrk Authorizations (RWA) for overtine services in
al | buil di ngs. The RWA file should contain a conpleted estimte
in the approved format with all supporting schedul es.

15. If applicable, are utility conpany rebate prograns included

in renovation projects or building action plans, as required by
Executive Order and agency policy.

C 2c
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Service Delivery

A Cccupants are receiving
accept abl e environnent al
servi ces such as heating,
cooling, ventilation, and
['i ghting.

B. The building operating
per sonnel conducts and
participates in an active
energy conservation awareness
program

C Energy Managenent Contr ol
Systens are operated to produce
opti mum conservation results.

D. Building Action Plan has
been devel oped and is being
i mpl enent ed. Action plan
includes all cost effective
building retrofits.

ENERGY CONSERVATI ON PROGRAM

Maxi mum__ 75 Act ua

EVALUATOR S GUI DANCE Max.

Determne if building is
operated in accordance wth
FPMR 101-20, Managenent of
Bui | di ngs and G ounds.

Conduct tenant interviews
and review nateri al
supporting an energy

awar eness program e.qg.
newsl etters, mnutes of
tenant neeting, etc.

Revi ew energy managenent
system desi gn, operating
paranmeters and type and
anount of equi pnent controll ed.

A guideline for energy
conservation opportunities
is provided in the
"Architect's and Engi neer's
Guide to Energy Conservation
in Existing Buildings"

Vol unes 1 and 2.

C 3a

NA.
M n Scor e
0
0
0
0
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ENERGY CONSERVATION PROGRAM

Service Delivery (continued)

E. Lighting:

1. Lighting levels are maintained
in accordance with FPMR 101-20.

2. Energy efficient lights are
being used when feasible.

3. Lights are turned off when
not required.

4. Energized ballasts for unused
fixtures have been disconnected.

5. Fluorescent light fixture washing

and relamping is being performed.

6. Timers and/or photocells are being

EVALUATOR'S GUIDANCE

used to control inside and outside lighting.

F. Building operating plans are
being followed.

Max.

Min.

Score
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ENERGY CONSERVATI ON PROGRAM

Service Delivery (continued)

G Al low and no cost water
conservation opportunities have
been identified and are schedul ed
or conpleted for all buildings.

H Al low and no cost energy
conservation opportunities have
been identified and are schedul ed
or conpleted in all buildings.

. HVAC equi pnent used to provide
overtime services is restricted to

t he m ni num required. Package units
are utilized where practical to
provide service to snmall areas.

J. Qutside air danpers are operated
to achi eve maxi mnum energy efficiency
while neeting indoor air quality

st andar ds.

K~ Domestic hot water tenperatures
are set in accordance with current
GSA criteria.

EVALUATOR S GU DANCE

VRX.

M n.

Scor e

C-3c
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ENERGY CONSERVATI ON PROGRAM

Service Delivery (continued)

EVALUATOR S GU DANCE

MBx.

L. Boilers are operated to achieve
maxi mum efficiency (staging, air/fuel
ratio, steam and hot water systens).

M Chillers are operated to

achi eve maxi num efficiency (staging,
condensed/ chill ed water tenperatures,
off-line chillers, regulating devices,
heat exchangers).

N. Heating and air-conditioning systens:

1. Hot water, steam and chill ed
water lines and tanks are insul ated.

2. Components such as controllers,
| i nkages, netering devices, valves, and
steam traps are calibrated and adjusted
(functioning).

3. Paraneters such as tenperatures;

flows; pressures for steam water, air,
and fuels, are adjusted according to | oads.

C 3d
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ENERGY CONSERVATI ON PROGRAM

Service Delivery (continued)

O  Space tenperatures for all
classifications of space are in
conformance with current criteria.
This includes office space,
nmechani cal areas, conputer roons,
war ehouses, print shops, etc.

P. Were thernostat settings can
be reset by buil ding occupants,
corrective action, such as the
installation of |ocking thernostats,
has been taken.

EVALUATOR S GU DANCE

C- 3e

M n.

Scor e
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ENERGY CONSERVATI ON PROGRAM

Adm ni strative Program Maxi mum__ 25

A. The building operating personnel are
know edgeabl e about energy curtail nent
plans for all utilities and fuels.

B. Uility meter readings and all wutility
and fuel bills including natural gas, coal,
steam chilled water, oil, electricity,

wat er and sewage, and applicable utility
tariffs and service agreenents/riders are
avai |l abl e. (For Del egated Agenci es:

Uility and fuel data is reported quarterly
to DOE as appropriate.)

C. A procedure for analyzing energy
consunption data has been established and
implemented to identify energy conservation
opportunities.

D. An acceptable procedure has been
devel oped to identify and, as
appropriate, charge others for overtine
utility use.

C-4a

Act ual
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ENERGY CONSERVATI ON PROGRAM
Admi nistrative Program (continued)

E Bui | ding operating plans are
up-to-date and specify an efficient
use of building equipnent.

F.  The inplenmented building action

pl an adheres to energy conservation
policies and procedures contained

in applicable FPVRs, Executive O ders,
the National Energy Act, and the
operating plan, as applicable.

G Low and no-cost energy conserva-
tion techniques are practiced.

H  Actions have been initiated

to take advantage of identified

energy conservation opportunities.

|.  Actions have been initiated to

participate in demand-si de managenent

prograns with the utility conpany.

J. Energy conservation technol ogies
(1) Tenant Projects

(2) Repair and Ateration Projects

C 4b



ENERGY CONSERVATI ON PROGRAM
COMMVENT  SHEET

Provi de conpl ete
comments to support rating and
recogni ze noteworthy acconplishnents

| TEM NUVBER COMWENTS




CUSTODI AL SERVI CES PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)
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CUSTODI AL SERVI CES PROGRAM
GOALS

O The building and grounds are cleaned and maintained to
provide a healthful and attractive environnment for building
tenants and visitors.

O deaning, waste nmanagenent, integrated pest managenent,
and grounds nai ntenance prograns have been established to
ensure schedul ed services are provided to our clients.

O Appropriate docunentation of the cleaning, waste managenent

integrated pest nanagenent, and grounds nai ntenance prograns
are maintained to ensure services are provided to our clients.

D-1
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CUSTODI AL SERVI CES PROGRAM EVALUATI ON GUI DE

The intent of this guide is to provide the custodial eval uator

with information that will help in evaluating the effectiveness
of building(s) custodial and related services progran(s). Wen *
inspecting the facilities, note the tine of the inspection as *
conpared to the tinme the cleaning took place, and nake all owances
to conpensate for the variance when the areas are used. The
eval uator shall base his/her findings and reconmendati ons on
the (1) approved workload, (2) the contractual requirenents,

(3) actual group force acconplishnments, and (4) |oca

condi tions. The frequencies listed below are based on GSA' s
"S" level of cleaning and are provided as guides.

*

* ¥ ok

1. Room cl eaning (including general office space, classroons,
conference roons, file roons and libraries). Each day ashtrays
are enptied and cleaned in designated snoking areas; waste-
baskets are enptied; carpeted or bare floors are spot swept or
vacuuned in roonms that are not schedul ed for thorough sweeping
or vacuum ng.

a. Al horizontal surfaces of desks, tables, and files that
are readily available are dusted daily. The full floor areas
(carpeted or bare floor) are swept and/or vacuumned thoroughly
each nonth.

b. Al resilient floors are danp-nopped and spray-buffed
weekl y.

c. Al wvertical surfaces of furniture are dusted nonthly. *

d. Al resilient floors are stripped and new floor finish
appl i ed annual ly.

e. Washbasins and mrrors are cleaned as required. Paper
towel boxes are refilled as required.

f. Al glass in doors, partitions, and bookcases are danp-
wi ped nonthly. *

, In court and jury roons, judges chanbers, and executive
space, where applicable, each day ashtrays are enptied and
cl eaned in designated snoking areas; wastebaskets are enptied; *
hori zontal surfaces of all furniture are dusted and gl ass desk
tops cleaned; full floor areas are thoroughly vacuunmed and/or
swept; all vertical surfaces and under-surfaces of furniture are
dusted; and wall surfaces

D 2a
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within 70 inches of the floor are spot-cleaned or dusted. d ass
in doors, both sides of bookcase glass and any other glass wthin
70 inches of the floor are danp-w ped as required. *

2. Toilet cleaning. Each day all floors are swept and nopped or
scrubbed, wutilizing a cleaner disinfectant; fixtures are cleaned
and properly disinfected; horizontal surfaces are dusted and

ot her surfaces are spot-cl eaned. All trash receptacles are
enptied and towel and tissue dispensers serviced.

a. Al resilient floors are spray-buffed weekly.

b. Al walls, doors, stall surfaces and trash receptacles
are danp-w ped every two nonths or as required.

C. Each day the toilet room floors are policed, dispensers
are serviced (restocked), and washbasi ns danp-w ped.

3.  Entrances and | obby cl eaning. Each day the full floor area
IS swept or vacuuned. All surfaces are dusted; walls wthin 70
inches fromthe floor are spot-cleaned. Metal on entrance doors
is polished. Main entrances and | obbies are policed every other
day.

a. Al hard and resilient floors in main entrances and
| obbi es are danp-nopped and spray-buffed daily. Al ash
receptacles are cleaned in designated snoking areas; both
sides of main entrance glass are cleaned daily.

b. Al hard and resilient floors in secondary corridors,
entrances, and | obbies are danp-nopped and spray-buffed weekly. *
All hard and resilient floors are stripped and floor finish
applied annual ly.

4, Corridors. The full floor areas of all corridors are swept
or vacuuned daily. Al'l drinking fountains and ash receptacles
are cl eaned. In main corridors, hard and resilient floors are

danp- nopped and spray- buffed.

5. El evat ors/ escal at ors. Al'l passenger elevators and escal ators
are cleaned daily; floors of freight elevators are swept daily.

6. Stairways. Al stairways are swept and handrails dusted
every ot her day. Steps, risers, and |andings are nopped and
cl eaned every two weeks.

D-2b
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7. Wndows. W ndow washing is perforned sem annually.

8. Venetian blinds. Venetian blinds are washed annually and

dusted annual |l y. Dusting will be at a six nonth interva
from the washing cycl es.

9. Pest Control Progranilntegrated Pest Managenent.

a. Records - Files contain copies of the comerci al
pesticides applicator certificates. Current |abels and
material safety data sheets for all chem cals approved for
use.

b. Docunented reports of infestation found by the
contractor.

C. Rodent Bait Stations - If present, all are of heavy
construction, fastened down, |lids are |ocked, all boxes are
filled.

d. Pests - No cockroaches nor rodent droppings are
observed.

10. Garages and | oading platform cleaning. Loadi ng dock areas

and platforns are swept daily and policed every other day.

Garage floors and ranps are swept nonthly and scrubbed quarterly.

Loading platfornms are scrubbed quarterly. GQuard booths are
cl eaned daily.

11. G ounds, sidewal ks, and outside entrances. Landi ngs, steps,

and sidewal ks adjacent to entrances are swept daily. Al

si dewal ks, parking areas, driveways, and |lawns are policed every

day. Al sidewal ks, parking areas, and driveways are swept

weekl y. Lawmns are cut, edged, trimed, and watered as required.

Shrubbery is trimred and watered as required. Snow is renoved as

required.

12. Waste Managenent. Al trash and debris not identified as
recyclable materials is renoved from the building prem ses and

di sposed of through a licensed or certified waste nanagenent
conpany. Al equipnent is maintained in good physical and

mechani cal condition w thout rust, danmaged doors, seans, tops,

rollers or |eaking hydraulics. Equi pnrent is nmaintained in a
sanitary condition avoiding offensive odors and an unsightly
appear ance.

D 2c
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13. Federal Recycling Program Recycling nust be performed in
all Governnent-owned or operated buildings when required by
local or state laws or, in the absence of |aws, when there are
100 or nore enployees in a building and there is a market for
the recyclable material. Material s designated as recyclable
are collected and kept separate from trash, garbage and debris.
Recycl able can and glass collection containers are enptied and
cl eaned at |east once a week.

For PBS operated buildings Exhibit 2 provides supplenenta
gui delines for use as appropriate.

D- 2d
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EXHBIT 2

SUPPLEMENTAL GUI DELI NES
(FOR PBS CUSTODI AL SERVI CES PROGRAM ONLY)

Service Delivery:

1. Discuss special requirenents with inspectors and supervisors.
Verify "Special" cleaning by review of the RWAs. Check daily
schedul e or zone assignnents to verify they reflect specia
cleaning hours or levels. Verify that a system exists for
processing/transmtting custodial service calls and conplaints.

2. Conpare your inspection with the nost recent inspection and a
sanple of a recent nonitor/supervisor inspection

Adm ni strative Program

1. Verify that there is a current approved workl oad docunent on
file for each GSA cl eaned building. Spot check for updates due
to alterations, changes in space classification, and extended
vacanci es, etc.

2. Verify that the building assignnent plans and backup
i nformation which support workload docunents are avail able and
current.

a.  Was a new survey submtted for Force Account (FA) cleaned
buildings if there is a variance of at least 5 percent in each
buil ding of nore than 10,000 CSF; if the variance was |ess than
5 percent, was one-third of each building surveyed each year?

b. WAs a new survey conpleted every three years for each FA
cl eaned buil ding under 10,000 OSF or |ess than one FTE, annually
whenever a change of at |east 10 percent occurred?

C Was a new survey submitted each tinme a new solicitation
was prepared for contract cleaned buil dings?

3. Verify that the GSA Form 2346, d eaning Job Assignnent (FA)
includes all areas, current cleaning standards, eight hour
assignnments, and periodic work.

4, Verify that the approved daily and periodic cleaning
schedul es match the conpl eted schedul es.

D- 2e
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Custodi al Supplenental Quidelines continued

5. Revi ew contract for required contract docunentation. Check
for quality control plan, approved list of supplies, equipnent
and materials, integrated pest nmnagenent plan, snow renoval
plan (if applicable), and clearance subnmttals (FD258 and GSA
Form 176).

6. Verify that each GSA operated building is inspected by the
bui | di ngs nmanager or staff once every two nonths; ensure
i nspections are docunmented on GSA Form 1181.

7. Verify that supervisors inspect a portion of each cleaner's
area each shift and one conplete job assignnment each day (FA).

8. Verify that the nonitor has devel oped a system for
i nspecting buildings over 40,000 square feet, provided the
building is within a reasonable distance fromthe field office. *

9. Ensure that contractor personnel inspect in accordance wth
guality control plan (contract).

10. Cbserve uniforms worn by both force account and contract
cl eaners and report on findings.

11. If it is appropriate for the local area, check for proper
segregation of building waste and for proper disposal of specia
category wastes (toxic nedical waste from health units, etc.).

12. If past inspections or if current conditions revea
deficiencies, are deductions being taken and has the manager
established a nore frequent inspection pattern? Have
actions been taken by the contractor based on the approved *
Quality Control Program

13. Are training and counselling provided in the case of
deficient force account performance? Are disciplinary procedures
utilized as appropriate?

14, Do the evaluations of problem perforners reflect their
per f or mance?
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Service Delivery
A Condi tion of the building

reflects proper cleaning and
sanitation practices and
ef fective grounds care.

B. An inspection program has
been established, inplenented,
and docunented, which reflects
that the entire building is
being inspected on a nonthly
basi s.

C  Service call procedure has
been established and inplenmented
to ensure a tinely response and
corrective action to occupant
conpl ai nt s.

D. Cccupants have been nade
aware of the cleaning

requi rements and are satisfied
with the way the building

cl eaning and grounds nai ntenance
services are being perforned.

CUSTODI AL SERVI CES PROGRAM

Maxi mum__ 75 Act ual

EVALUATOR S GUI DANCE VBX.

Ceneral observation and revi ew 60
of cleaning in building(s).

Use inspection forns at Exhibit

#3. Score as shown on Exhibit

#4.

Revi ew program establishnent, 5
i mpl ementati on and documnent ati on

Revi ew procedure establishnent, 5
i mpl ementation and results.

To be determ ned by occupant 5

survey.
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CUSTODI AL SERVI CES

Adm ni strative Program Maxi mum__ 25

A.  The inspection reports reflect
the actual condition and appearance
of the buil ding.

B. Custodial enployees (governnent
and/or contract) note building
deficiencies and notify field office.

C.  Custodial workload/requirements
are docunented and GSA Fornms 2346,

Cl eaning Job Assignnents, reflect the
wor kl oads and requirenents, and they
equate to eight hour assignnents.

D. A copy of each cleaning contract,
with all amendnments and nodifications
included, is on file with the
Contracting Oficer's Rep. and COTR

E. I nspections of custodial work by
gover nment custodi al supervisor,
contract work inspector, contractor
personnel (defined by quality control)
are acconplished and docunent ed.
D- 4a
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CUSTODIAL SERVICES PROGRAM

Administrative Program (continued)

F. Building wastes are disposed of
in accordance with local codes and
ordinances, and national directives,
i.e, recycling.

G. Inspections of custodial work by
the facility manager are documented
and available for review.

Iy
1
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d eaning Inspection Report Operating Activity Date of Report Rat i ng

Bui I ding Nane and Address

I nspected By:
Services Perforned Rati ng Cat egory Item No.
(1 Thru 4) Rati ng Remar ks
CATEGORY | TEM
A Room 1. Metral Surfaces 1 2 3 4
Cl eani ng 2.Vall  Spotting 1 2 3 4
3.Doors & Frames 1 2 3 4
40 4, \\ste Baskets 1 2 3 4
Ashtrays
5.Furniture 1 2 3 4
6. Rugs/ Car pet 1 2 3 4
7.Mrrors 1 2 3 4
8.Radiators-Gills 1 2 3 4
9.Floors & Corners 1 2 3 4
10. Dusti ng 1 2 3 3
B. Toi | et 11.Radi ators-Gills 1 2 3 4
Cl eani ng 12. Floors & Corners 1 2 3 4
13. Fi xtures 1 2 3 4
36 14.Mrrors 1 2 3 4
15.Stalls 1 2 3 4
16. Di spensers 1 2 3 4
17. Wste Receptacl es 1 2 3 4
18. Doors & Frames 1 2 3 4
19. Servi ci ng 1 2 3 4
C. Entrances 20.Floors & Corners 1 2 3 4
Lobby 21.Val |l  Spotting 1 2 3 4
22. Metal Surfaces 1 2 3 4
24 23. Ash Recept abl es 1 2 3 4
24. Entrances Doors/ 1 2 3 4

G ass/ Surfaces
25. Entrance/ Mat s

D. Corridors 26. Floors & Corners
27.Drinking Fountain
28. Ash Recept abl es

PR (RR e
NN (N[N
wWw|w|w|w
RN

29. Marble Walls
and Surfaces

30. Baseboar ds 1 2 3 4
31. Door s/ Threshol ds 1 2 3 4
32. Metal Surfaces 1 2 3 4
33.Vl |l  Spotting 1 2 3 4
E. El evat or/ 34. Door s/ Fr anmes 1 2 3 4
Escal ators 35. Fl oor s/ Car pet 1 2 3 4
12 36. Metal  Surfaces 1 2 3 4
F.  Stairways 37.Handrail s 1 2 3 4
38. Steps 1 2 3 4
16 39. Ri sers 1 2 3 4
40. Landi ngs 1 2 3 4
G Wndows 41. d ass 1 2 3 4
8 42.Sills 1 2 3 4
H  Venetian 43. Bl i nds 1 2 3 4
Bl i nds
4
Ext er m na- 44. 1 nsect & Rodent 1 2 3 4
tion Servs. Control
4
J. @arages & 45. Loadi ng Dock 1 2 3 4
Leadi ng 46. Pl at f or ns 1 2 3 4
Pl atform 47. Fl oors 1 2 3 4
48. Ranps 1 2 3 4
20 49. Guard Boot hs 1 2 3 4
K.  Grounds, 50. Landi ng/ St eps 1 2 3 4
Si dewal ks 51. Parking Areas 1 2 3 4
& CQutside 52. Driveways 1 2 3 4
Entrance 53. Lawns 1 2 3 4
54. Shrubbery 1 2 3 4
55. Wl ks 1 2 3 4
CALCULATI ON: 4 - Fully Satisfacotry
3 - Marginal: Incidental Itens Noted
2 - Substandard: Quality Standards/
TOTAL PAONTS --- (220 - NA'S) = FINAL RATING Requi rements Not Mt
SCORE 1- Unsatisfactory: Si gni fi cant
Deficiencies, |mmediate Action

5.



EXHBIT 4
CALCULATI ON OF CUSTCODI AL SERVI CES PROGRAM SCORE

Cl eaning | evel achieved

To obtain an overall score, when the evaluation covers nore than
one building, the occupied space of the buildings inspected
shoul d be total ed. The percentage each building bears to the
total should then be derived. Each percentage should be
multiplied by the building s cleaning inspection report score.
The weighted rating is obtained from each building s percentage
times its raw rating

EXAVPLE: (1) (2) (3) (4)

Cccupi ed % of Tot al Raw (2) x (3)

Sq. Ft. Sq. Ft. Rat i ng Wi ghted Rating
Bui I ding A 600, 000 80% 90 72.0
Buil ding B 100, 000 13. 3% 80 10.6
Building C 50, 000 6. 7% 75 5.0
Total S.F. 750, 000 100. 0% 87.6

Wi ghted Score 87.6

To derive the sunmary score for the custodial program divide the
wei ghted rating by 100 and nultiply the dividend by the tota
maxi mum score, 60.

EXAMPLE: 87.6 = .876
100
.876 x 60 = 52.6 - Summary Score

Rati ng Scal e

91 and above - Meets current |evel requirenents.
80 - 90 - Marginally neets requirenents.
79 and below - Operation is below requirenents and

i mredi ate action is necessary to
increase the quality of service.
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CUSTODI AL SERVI CES PROGRAM
COMMVENT  SHEET

Provi de conplete
comrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




SAFETY AND ENVI RONMVENTAL MANAGEMENT PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)
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SAFETY AND ENVI RONMENTAL MANAGEMENT PROGRAM

GOALS

Provide a safe and healthful work environnment for Federa

enpl oyees and the visiting public that will facilitate the
productivity of our client agencies. Specifically, inplenent

a programto:

O Protect clients from fire, environnmental, safety, and
heal th hazards.

o Protect GSA and client real and personal property from

fire, environnental, safety, and health hazar ds.

O Protect client agency mssion continuity fromfire,
environnmental, safety, and health hazards.

O Provide reasonable safeguards for energency forces should
an energency incident occur.
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SAFETY AND ENVI RONMENTAL MANAGEMENT PROGRAM
EVALUATI ON GUI DE

The intent of this guide is to provide the Safety and
Envi ronnment al Managenent Program evaluator with information

that will help in assessing the effectiveness of Safety and
Envi ronnment al Managenment program inplenentation at the field
office level. This guide takes a progranmmatic approach to the

eval uati on.

When buildings are visited during the evaluation, the visit is
not to be considered a building inspection with building issues
listed as findings and recomendati ons. | nstead, issues are
to be identified and evaluated as they pertain to and inpact
a specific Safety and Environnmental Mnagenent program el enment.

For instance, if a few inoperative exit lights were noticed in
only one building, this would be a building specific
observation and would not be a progranmatic finding resulting
in a report reconmendati on. However, if inoperative exit
lights are noticed in several buildings, this may indicate
that there is a programmatic problem e.g., preventive

mai nt enance rel anping schedule. A further review of the
preventive naintenance program would be required which then
may result in a report finding and reconmendati on

Review field office inplenmentation of the program with regard
to GSA policy and procedures, appropriate environnental,
occupati onal safety and health, transportation |aws and
regul ati ons, Federal Property Managenent Regul ations,

Executive Orders, and EPA-approved state and local regulations,
as applicabl e.

Specific building conditions and other information about the
building is helpful to the field office and can be brought to
their attention on an informal or other basis.

The Safety and Environmental WMnagenment program wor ksheets

i ncorporate the program elements to be evaluated, the

eval uator's guidance, and maxi mrum and m ni mum poi nts noted for
each el enent.

Partial credit can be given in the Service Delivery section
based on the evaluator's assessnent of the |evel of service
provi ded. The descriptive guidance for each el ement nust be
considered in this assessnent.

E- 2a
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In the Adm nistrative Program section, full credit is given if
the program elenent is fully in place. No credit is given and
a recommendation nust be developed if the elenment is not in

pl ace. No partial credit is possible in this section. The
eval uator% guidance in this section summarizes the
requirements to be considered in determning if the elenents
are in place.

The evaluator's guidance portion of the worksheet |ists the
key conponents of that particular Safety and Environnenta
Managenent program el enent. These conponents should not be
taken as all inclusive as the evaluator may find additiona
i ssues for consideration.

Fi ndi ngs and recommendati ons can be devel oped at any tinme but
generally should be devel oped whenever the eval uator assigns
a score of less than 70 percent of the nmaxi num score all owed
for that elenent.

The evaluation report is to be in a narrative format (see
attached exanple). The narrative should provide an overal

eval uation on how well the field office is inplenenting the
S&EM program This general summary will then be followed by

an individual analysis of each program el enent. These anal yses
shoul d be concise but should be sufficiently descriptive so
that a reader will be able to readily conprehend how well each
program el enment is being inplenented. The narrative should
follow the subject listing of the evaluation guide and should
descri be what the evaluator saw and did.

The narrative should provide at least the followi ng information
about each program el enent:

O The extent that the elenent is in place and is being
i mpl enment ed.

O The effectiveness with which the elenent is being
i mpl enment ed.

O Wat managenent controls are in place and how they assure
the effectiveness of the elenment will continue.

O The action(s) required to enable the field office to
effectively correct the identified problen(s).

Qo The identification and description of any programmatic
achi evenents or shortcom ngs and an assessnent of their
i mpact on program inpl ement ati on.

QO Any other pertinent information relating to the el enent.

E-2b
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REPORT EXAMPLE

SAFETY AND ENVI RONVENTAL NMANAGEMENT PROGRAM
NARRATI VE REPCRT

GENERAL.:

The Qur Town Field Ofice is providing a high level of service
but needs to strengthen the docunentation of its program

SERVI CE DELI VERY:

A witten and approved hazard communi cation program has been
i mpl enment ed. Chemi cal inventories and material safety data
sheets are current and available to enpl oyees. Per sona
protective equipnent is properly maintained and is appropriate
for the work being perforned. Chem cals are located in two
areas of the Qur Town Federal Building. One of the areas
serves as chem cal storage, the other as the chem cal handling
area. Only the chemcal handling area is equipped with an
enmergency shower and eyewash station. Wrk procedures have

been established to prohibit renmoving chemcals from containers

in the chem cal storage area to avoid chem cal accidents.

Bui | di ng specific asbestos managenent plans are available for
each bui | di ng. Enpl oyees are well trained and training is
docunented in accord with CAD P 9410.1. Although virtually al
asbestos work is done by contractors, at |east one manager and
one worker should remain in the nedical nonitoring program
This will ensure the capability to conduct asbestos

i nspections of building materials or to enter abatenent areas
for inspection of work practices. Medi cal nonitoring rosters
and schedul es are not adequately docunented in the asbestos
program files. Bui | di ng inspection records for the Suburb
Federal Building are not docunented in program files.

More than of 90% of SAFE itens assigned to the field office
were corrected in a tinmely manner. A systematic use of
abatement plans is lacking for itenms which cannot be addressed
wi thin 30 days.

Tenant and enpl oyee communi cation is occurring through the
tenant newsletter as well as by the posting of air nonitoring
results. To docunent the posting of nonitoring results, it is
recommended docunents be marked with who posted them where
they were posted, and the dates they were posted.

E- 2c
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d office accidents are investigated when they occur,

reported, and corrective action is taken to avoid the sane

acci dent

in the future. The enployee lost tine clains rate is

| ow when conpared to the regional lost time clains rate goal
Informati on about the facility safety program is comuni cated

t hr ough

the tenant newsletter

PCB ballasts are disposed of during renovations in accordance
with state regul ations.

| ndoor

air quality conplaint responses are docunented and

responded to pronptly. Leased buildings with high initia
radon readings were surveyed with Barringer Detectors for
approxi mately three days. Readings showed |evels consistently

bel ow 1.

Per sona
ar eas.

appropri

0 pG /1.

protective equipnment is assigned to enployee work
Respirators (HEPA filters) are assigned to the
ate individual

The Cccupational Safety and Health Committee is active.
Meetings are scheduled nmonthly for 1992, which is in excess of
the presently required quarterly neetings. The field office

is rem nded that neetings nust be docunented with mnutes in a
narrative form It is also required that a copy of the mnutes
be sent to the Chief of the Safety and Environnmental Managenent
Branch.

Hazardous waste handling is limted to asbestos wastes and

di sposal

of underground storage tanks. These activities were

properly docunmented in the field office files.

ADM NI STRATI ON PROGRAM

Under ground storage tanks have been identified and reported

as requi
regi ona

red. The field office has coordinated with the
underground storage tank coordinator on plans for all

tanks whi ch have not been presently renoved or upgraded. The

pr oper

underground storage tank construction notification form

was filed in the field office for the tank renoval conducted at
t he Suburban Federal Building. An anmended tank registration
formnust be filed with the State Water Conm ssion. This is
required to renove the tank fromthe active list of the State
Water Conmi ssion and stop the annual fee assessnent.

The 10,000 gallon underground storage tank at the Qur Town

Feder al

Bui | di ng Parking Garage has been upgraded wth

spill/overfill devices and corrosion control protection. An

E- 2d
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anended tank registration formis required notifying the State *
Water Comm ssion of this upgrade. Construction notification *
fornms must be filed no less than 30 days prior to activity for
upgrades as well as tank renovals. *
Corrective actions for operational itens in |eased space are *
docunented. Itens of tenant responsibility are tracked, *
Cccupant energency plans are avail abl e. It is recoomended a *
page be attached to the plans to docunment nanagenent review. *
The page should identify reviewer, date of review, and note if *
changes are needed.

Fires are properly reported on GSA Form 53 to the GSA regional *
of fice. *
Al 'though invitations for prefire planning tours were verbal, i
sufficient followup docunentation is available to substantiate *
coordination with local fire departnents. It is recommended *
that invitations for future pre-fire planning be extended in :

witing for nore thorough docunentation of the activity.

A representative nunmber of buildings were reviewed for building *
inventory list accuracy and for the docunentation of preventive *
mai nt enance and testing of fire protection and safety systens
being perforned in accordance with preventive nmaintenance
schedul es. Systens were functioning properly and only m nor
om ssions were found. Fire protection equipnent and systens

*
*
*
*
operation and nai ntenance manuals are on file. *
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SAFETY AND ENVI RONMENTAL MANAGEMENT PROGRAM

Service Delivery

PROGRAM EL EMENT

A Rl SK ABATEMENT PROGRAM

Unsaf e/ unheal t hful conditions
are evaluated and corrective

action(s) are taken to reduce
ri sks.

EVALUATOR S GU DANCE

Maxi mum 75 Act ual

Safety conditions are corrected
within specified tine franmes or
interim corrective action has
been taken. Abat enent plans are
prepared and inplenented as
appropri ate. Priority attention
is given to RAC 1 and RAC 2
condi ti ons

Safety conditions that require
client agency response are
forwarded appropriately and
fol l owed up.

Al service contracts involving
abatenment activities have safety
cl auses. (GSA Suppl enment to

Mast erspec, Section 01546, Safety

and Heal t h)

E- 3a
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SAFETY AND ENVI RONVENTAL NMANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM EL EMENT

B. CLI ENT AGENCY COVMUNI CATI ON

Client agencies are kept

i nformed of building conditions
that affect them and conplaints
are pronptly responded to.

EVALUATOR S GUI DANCE Max. M n.

Client agencies are notified of 10
buil ding activities such as
renovations, or other situations

whi ch may affect safety or health

A conplaint log is naintained
with response and follow up
actions to client agencies
docunent ed.

Tenant agencies have been
notified of the presence of
asbestos and the availability of
t he Asbestos Managenent Pl ans.

Prior to any asbestos abatenent
actions, client agencies are
notified and provided al
appropriate information
concerning the project.

During an asbestos abatenent
project, client agencies are
provided with the results of
sanpling, actions, etc.

E-3b
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SAFETY AND ENVI RONMENTAL MANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM EL EMENT

C. I NSPECTI ONS BY THE FI ELD
OFFI CE

The field office addresses safety
as part of its regular cleaning,
mai nt enance, |ease, and other
routine inspections.

D. GSA EMPLOYEE PROTECTI ON

Enpl oyees exposed to recognized
hazards are protected wth

engi neering safeguards and/or
provi ded wth persona
protective clothing and

equi prent .

EVALUATOR' S GUI DANCE Max. M n. Score
The field office nmanager conducts 10 0
training for personnel to becone
aware of hazardous conditions to
| ook for.

I nspections are acconplished on

an ongoi ng basis and required

actions are docunent ed. (Revi ew

GSA Forns 283, 1897, 1782, 1181,

1181A, and 3423 as a mninum)

The field office has controls in 8 0

pl ace to ensure that
appropriately guarded. Revi ew
field office procedures for
addressi ng nmachi ne guardi ng.

Check i

e.g.,
gl asses,

machi nery is

nventory of equi pnent
assigned to individual enployees

saf ety shoes,
respirators,

safety
etc.)

Enpl oyee records are to be
identified by name and date of

i ssue.

E- 3¢
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Service Delivery (continued)

PROGRAM ELENVENT

SAFETY AND ENVI RONMENTAL MNMANAGEMENT PROGRAM

EVALUATOR S GU DANCE VBX.

M n.

Scor e

Al'l assigned protective clothing

and equipnent is to be naintained
in a clean and sanitary condition
and used as required as a

condi tion of enploynent.

Initial purchases of respirators
and fall prevention devices are
coordinated with the Regiona
S&EM O fice

Wiere respirators are required
personnel are fit-tested and
trai ned. Witten procedures for
the care, use and handling of
respirators are in place.

The field office enrolls affected
enpl oyees in a nedical surveillance
program and maintains a roster of
each enployee enrolled, reason for
enrol Il nent; date of |ast exam nation,
and date of next exam nation.
Managers and supervisors ensure

enpl oyees are mnade available for
schedul ed exam nati ons.
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SAFETY AND ENVI RONMVENTAL NMANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM EL EMENT

E.  ASBESTCS CONTROL PROGRAM

An Asbestos Control Program has
been devel oped, approved, and
i npl emrent ed.

EVALUATOR S GU DANCE VBX. M n.

Scor e

The Asbestos Program Manager has 10
been designated and has attended

an approved EPA asbestos course.
Current certifications for all
appropriate personnel are
avai |l abl e.

A building specific Asbestos
Managenent Pl an has been devel oped
and inplenented for all buildings
with asbestos containing nateria

(ACM .
ACM is appropriately |abel ed.

Damaged ACM is identified and
pronpt abatenent actions taken.
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SAFETY AND ENVI RONMENTAL MANAGEMENT PROGRAM

Delivery (continued)

PROGRAM  EL EMENT

EVALUATOR S GUI DANCE VBX.

M n.

Scor e

Equi pnrent and material necessary
to acconplish the Managenent

Pl ans are avail able and
mai ntai ned in good working order.
(e.g., HEPA vac, copies of
requi red OSHA regul ations, glove
bag, respirators, and protective
clothing, etc.).

ACM i nspections are conducted
and area air nonitoring is
perfornmed according to schedul e
in the Asbestos Mnagenent Pl an
and reports of all ACM nonitoring
are on file.

Mai nt enance workers are properly
trained (both initially and
annual ), equi pped, and protected.
Custodians are provided wth
proper awareness training.
Training records are on file.

E- 3f

* 0% o X %k X X X

* s+ * % ¥ ¥

E I S I S



Rev. 2 Cctober 1, 1992

SAFETY AND ENVI RONVENTAL NMANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM EL ENVENT

F. I NDOOR AlR QUALITY PROGRAM

An Indoor Air Quality Program has
been established and i npl enented.

EVALUATOR S GU DANCE MBX.

M n.

Scor e

Enpl oyees occupationally exposed
to ACM are in a nedical nonitoring
program i n accordance wth OSHA
regul ati ons.

Prior to any renovations, the
presence and condition of ACMis
determ ned either by records or
sanpling nethods, and appropriate
wor ker and area protection are

i mpl enment ed. When required by
the NESHAP, EPA (or a state
agency) is notified of the

proj ect.

Cient agency's conplaints are 8
pronptly acted upon. I f possible,
the specific source of the
concern/problem is identified and
corrective action taken.
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SAFETY AND ENVI RONVENTAL MANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM ELEMENT

G  RADON PROGRAM

A Radon Testing and Mtigating
Program has been i npl enent ed.

EVALUATOR S GUI DANCE MBX. M n.

Scor e

Abat enent plans are devel oped
based upon S&EM survey reports.
Followup to conpletion is

docunent ed. Field office follows
up to assure effectiveness of
actions.

Radon testing (air) for all GSA 2
owned and | eased buil dings has
been acconplished and data is
available for all buildings. Al
new | eases (including small |eases)
are tested pronptly. M tigating
actions have been taken for radon
air levels at or above 4 pG/lI
on schedul e. Buil dings have been
retested to assure levels are

less than 4 pG/I.

Non- public water sources used
have been tested for radon.
Mtigation actions have been
taken for water levels at or
above 500 pC /Il on schedul e.
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SAFETY AND ENVI RONVENTAL MANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM EL EMENT EVALUATOR S GUI DANCE
H. UNDERGROUND STORAGE TANK An individual has been assigned
PROGRAM as the program coordi nator
Under ground Storage Tank (UST) Al'l USTs have been identified and
Program has been established and registered with EPA, state, or
i mpl enment ed. | ocal authorities.

Copies of the registration forns
are on file in the field office.

A program to upgrade al
regul ated tanks to EPA standards
has been i npl enent ed.

A plan to neet applicable state
and | ocal requirenents has been
i mpl enment ed.

Tanks have been |eak tested and
results docunented in accordance
with EPA GSA and state
requirenents.

A corrosion control nmintenance
program has been i npl enent ed.

E- 3i
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SAFETY AND ENVI RONVENTAL NMANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM ELEMENT

l.  CH LD CARE CENTER LEAD PROGRAM

A Lead Program for child care
centers has been established and
i s being inplenented.

J. PCB PROGRAM

PCB containing itens (e.g., light
bal l asts) are properly handl ed
and di sposed of.

EVALUATOR S GUl DANCE MBX.

M n.

Scor e

A reporting procedure for
notification of releases from
tanks is in place and pronpt
abatenment action is initiated.

Lead in drinking water studies of
child care centers have been
perfornmed and abatenent actions
have been taken as needed.

Child care centers have been
tested for |ead based paint and
abat enent actions have been taken
as needed. A procedure is in

pl ace to ensure the testing of
paints in child care centers
prior to any renovation.

Appropriate |eak, renoval, and 1
di sposal procedures are in place.

E- 3j
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SAFETY AND ENVI RONVENTAL MANAGEMENT PROGRAM

Service Delivery (continued)

PROGRAM ELEMENT

K. SAFETY AND FI RE PROTECTI ON
EQUI PMENT PREVENTI VE
MAI NTENANCE

A Preventive M ntenance (PM
Program for safety and fire
protection equi pnment has

been established and inplenented.

L. FIRE DRI LL PROGRAM

A Fire Drill Program has been
establ i shed and inpl enent ed.

EVALUATOR S GU DANCE MaX. M n.

Bui | di ng equi pnent inventory 8
lists accurately reflect the
safety and fire protection
equi prent and systens in field

of fi ce buil dings.

Preventive maintenance and system

testing is being perforned in
accordance with PM schedul es,

i ncludi ng HVYAC systens and cooling

t ower s

Qperation and mai ntenance nanual s
of all fire protection equi pnment
and systens are on file

Docunent ati on of preventive

mai nt enance quality assurance

for fire protection equi pnent and
systens is on file.

Fire drills are conducted in all 2
field office buildings (owed and
and | eased) at |east annually, and
consistent with the GOccupant
Energency Plan (CEP)

E- 3k
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Service Delivery (continued)

PROGRAM EL EMENT

SAFETY AND ENVI RONVENTAL NMANAGEMENT PROGRAM

EVALUATOR S GUI DANCE

Docunentation regarding fire
drills is on file. If fire
drills cannot be conducted in
| eased space due to |ack of
cooperation of the |essor,
details are to be docunent ed.

If the CEP is outdated or

i nadequate, the field office has
notified the major client agency
of their responsibility and
requested assistance from the
Federal Protective Service.

E-31
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SAFETY AND ENVI RONMENTAL MANAGEMENT PROGRAM

Adm nistrative Program

A HAZARD COMMUNI CATI ON PROGRAM

A Hazard Comruni cati on Program
has been devel oped, approved,
and i npl enent ed.

B. ACCI DENT/I NJURY AND FI RE
I NVESTI GATI ONS

Maxi mum 25 Act ual

EVALUATOR S GUJ DANCE

A witten program approved by

the Regional S&EM Ofice is

being inplenmented in each work

pl ace. The program has been

presented to all GSA enpl oyees
who work w th hazardous
materi al s.

Verify that MSDS' s are updated
and readily available to users.
A copy of witten plan, cheni cal
inventory, training records are

avail able, and container |abeling

is acconpli shed.

Chemical inventories are updated

annual ly.

Reports are conplete and tinely.

Appl i cabl e Departnent of Labor
forns (CA) are also conpleted
and processed.

E- 4a
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SAFETY AND

Adm nistrative Program (continued)

Enpl oyee and facility related
accidents/injuries and fires
are investigated and reports
conpleted and forwarded to
the appropriate office.

ENVI RONVENTAL  MANAGEMENT  PROGRAM

EVALUATOR S GUJ DANCE

* Al GSA enployee injuries/
illnesses are recorded on
GSA Form 3624
GSA enpl oyee injuries - CA-1
with GSA Form 3623 attached

GSA enpl oyee occupati onal

illnesses - CA-2 with GSA
Form 3623 att ached.

Injuries to non GSA enpl oyees

- GSA Form 3620

For property damage accidents
(i ncludi ng environment al

incidents) - GSA Form 3620

For vehicle accidents -

SF 91/ 91A

Conpare the field office |ost
time clainms rate with the

regi onal goal. Conpare and
contrast the field office rate
with prior years'.

Field offices targeted by either

GSA or OSHA have an approved
Targeting Plan of Action.

E- 4b
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SAFETY AND ENVI RONMENTAL MNMANAGEMENT PROGRAM

Adm nistrative Program (continued)

C. OCCUPATI ONAL SAFETY AND
HEALTH PROGRAM PROMOTI ON

*

An Qccupational Safety and Health
(OCSH) Program has been

established and is being supported.

EVALUATOR S GUI DANCE

Fire incidents are reported that
result in |osses of property

and/ or evacuation costs of $500
or nore, or at |east one injury.

Fire Incident Reports (GSA Form
53) are conpleted and submtted
to the S&EM Branch within 10

cal endar days.

Copies of Fire Incident Reports
(GSA Form 53) are kept on file.

Enpl oyee OSH trai ni ng,
orientation, and general
subjects (e.g., new enployees,

new supervisors, local injury

anal ysis); and special subjects

(e.g., hazard communi cation,
confined space entry, |ockout/
tagout) are docunent ed.

Field office participates in

Field Federal Safety and Health
Council s where established.

E- 4c
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SAFETY AND ENVI RONMENTAL MNMANAGEMENT PROGRAM

Adm ni strative Program (continued)

EVALUATOR S GUI DANCE

Speci al enphasis prograns (e.qg.,
Seat Belt Program Back Injury
Prevention Program etc.) are
pr onot ed.

Posters, signs, and posted
notifications are used to
i ncrease safety awareness.

Supervisors of industrial type
activities are conducting nonthly
safety training/nmeetings wth
enpl oyees and records of neetings
are on file.

Lockout/tagout procedures are in
effect.

Wrk places that are subject to
potential wunsafe occupationa
noi se exposure have been
identified and posted.

E- 4d
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SAFETY AND ENVI RONMENTAL NMANAGEMENT PROGRAM

Admi nistrative Program (conti nued)

D. OCCUPATI ONAL SAFETY and
HEALTH COWM TTEE

The Cccupational Safety and
Health Committee is active and is
supported by enpl oyee
representatives and nanagenent
menber ship and participation.

EVALUATOR S GUl DANCE

Enpl oyee reports of unsafe or
unheal t hful work conditions are
pronptly investigated and action
t aken when appropri ate. Reports
may be verbal but if in witing,
GSA Form 3592 is used.

Were a RAC 1 or RAC 2 unsafe or
unheal t hful work place condition
has been identified in GSA

assi gned space, a GSA Form 3614,
GSA Notice of Unsafe or

Unheal t hful Workpl ace Conditions
is posted. The form remains
posted until corrected, or three
wor ki ng days, whichever is later.

The Conmittee convenes quarterly
and consists of equal nunber of
managenent and non- managenent
menber s. Meeting agendas are
prepared and minutes are
publ i shed and are on file.
Mnutes are sent to the S&EM
Ofice, commttee nenbers,

E- 4e
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SAFETY AND

Admi nistrative Program (continued)

E. STANDARD OPERATI NG PROCEDURES

Standard Operating Procedures
(SOPs) are devel oped by the
field office nmanager or the
regi onal S&EM offi ce.

F.  HAZARDOUS WASTE PROGRAM

A Hazardous Waste Program has
been established to handle and
di spose of hazardous, bi ol ogical
infectious, and chenmical waste
in accordance with Federal

State and | ocal requirenents.

ENVI RONVENTAL MANAGEMENT  PROGRAM

EVALUATOR S GU DANCE

and posted on bulletin board(s)
a m ni mum of 30 days.

Conm ttee nenbers receive
appropriate training.

SOP(s) are inplenented where

increased risk tasks requiring
speci al enphasis or precautions
are perforned by GSA enpl oyees.

SCOPs contain an orientation
outline for the use of the
supervisor in training their
enpl oyees.

Records of hazardous waste
shiprments are conplete, including
conpl eted nanifests and
certificates of disposal

Docunentation is on file regarding
wast es generated by GSA staff.

E- 4f
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SAFETY AND ENVIRONMENTAL MANAGEMENT PROGRAM

Administrative Program (continued)

Ay
o
t
b
(o]

EVALUATOR'S GUIDANCE

G. PRE-FIRE PLANNING Invitations to the fire 2
department are extended annually.

The local fire department is

invited to tour field office Documentation of the inspection

buildings for the purpose of or letter of contact is on file.

preparing pre-fire plans.



SAFETY AND ENVI RONMVENTAL MANAGEMENT PROGRAM
COMMVENT  SHEET

Provi de conplete
conmrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




CONCESSI ONS  PROGRAM

RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)
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CONCESSI ONS
GOAL

O Vital concessions services are provided to our clients by
assuring the effective planning and adm nistration of
essential concessions by assuring that suitable space and
facilities are furnished for contract food services; that
satisfactory sites are furnished for Randol ph-Sheppard
vending facilities; and that required service |levels and
quality are delivered in conformty with the terns of
contracts and permts.

% %k % %
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CONCESSI ONS PROGRAM EVALUATI ON GUI DE

The intent of this guide is to provide the concessions eval uator
with information that will help in evaluating the effectiveness
of buil ding(s) concessions progran(s).

1. lnspection records and docunents. The facility manager

should maintain current copies of the followng reports and
docunent s:

a. Food service contracts with appropriate anendnents;

b. Randol ph- Sheppard vending facility permts wth
appropri ate anmendnents;

M nority business concessions agreenent between the
property nmanagenent agency and the SBA/ 8(a) (where applicable);

d. FDA sanitation inspection reports and FDA Sanitation
Code (where applicable);

e. GSA Form 1782, Buildings Manager Concessions |nspection
Report or equival ent;

f. Food service equipnent repair records;

.~ GSA Cafeteria Equi prent Preventive Mintenance Quide or
equi val ent ;

h. Food service equi pnent preventive nmaintenance records;

i Food service equipnment inventory and records wth
warranti es.

2.  Concessi on Program Managenent. The facility manager should
mai ntain required |evels of service.

a. The concessions facilities reflect appropriate |evels
of service and neet policies and guidelines.

b. Feasibility studies are performed in accordance wth
gui del i nes.

C. Bui | di ng mai ntenance and repairs are performed in
accordance w th guidelines.

F- 2a

*

* *



Rev. 2 OCctober 1, 1992

d. Devel ops the A-71 or required ethprrent pur chase pl an
and proposes expenditures aCCOfdl ng to the approved budget.

e. Concessions reporting requirenment for the A-71, PBS
138, 139, 140, and 141 are conpleted as required.

3. Food Services Contracting and Adm nistration. Revi ew
cafeteria operations for conpliance with terns of existing
contracts, sanitary practices, adherence to utility
conservation guidelines, and life safety practices.

a. Cafeteria contracts adhere to procedures and policy.

b. Cafeteria contracts acconplish required program
m ssi ons.

C Cafeteria contractors neet contract requirenents.
d. Contract admnistration is effective and efficient.

e. Appropriateness of actions taken from cafeteria
contract evaluations and audit studies.

4. Randol ph- Sheppard (RS) Vending Facilities. Review all RS
vending facilities which conprise snack bars, prepackaged
and sundry onsite preparation, and automatic vending nmachine
stands (or areas) that are operated by permt. These permts
are granted by the property nanagenent agency to the State

Li censi ng Agency (SLA) for the blind. Ref erence shoul d be
made to the terns of the permt to assess the respective
responsibilities of the property managenent agency and the
vendor and to define the scope of these responsibilities.

o a Randol ph- Sheppard facilities adhere to procedures and
policy.

b. Randol ph- Sheppard facilities acconplish required
program mi ssi ons.

C.  Randol ph- Sheppard facilities neet permt requirenents.

d. Randol ph- Sheppard program adm nistration is effective
and efficient.

F-2b
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5. I nspections and Eval uations. I nspection of concessions
space should be performed according to guidelines. Revi ew the
concessi ons inspection records, including the FDA inspections,

Form 1782, Buil dings Mnager Concessions Inspection Report or
equi val ent, buil dings manager RS concessions |nspection Report,
contracts and permt inspections, A-71 report, inventory
reports, R&A request, and the operation to determ ne
conpl i ance.

a. The findings of FDA and/or (local inspection authority)
sanitation inspections are corrected in a tinely manner

b. Field Ofice conducts inspections of concessions as
requi red and conpletes and maintains records.

6. M scellaneous Concessions Program Areas. The O fice
mai ntains and adheres to current policies inherent to the
effective admnistration of the Mnority Business, Federa
Enpl oyee Health, and Pay Tel ephone Prograns.

F-2c
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Service Delivery

A The scope and condition of
concessions facilities and

space reflect proper nmaintenance
repair, and required service

| evel s.

B. Contracts and permts have
been established, inplenented,
managed, and adm nistered to
ensure adherence to policies

and procedures and that specified
services are provided.

C.  An inspection program has
been established, inplenented,
and docunented to ensure that
concessi ons prograns are
acconplished in accordance
with the approved policies
and procedur es.

CONCESSI ONS  PROGRAM

Scor e

Maxi mum__75 Act ual N A
EVALUATOR S GJI DANCE Max. M n.
Revi ew program establishnent, 10

i mpl ement ati on, docunentation
and acconpl i shnents.

Revi ew program establishnent, 25
i mpl ement ati on, docunentation
and acconplishnents.

Revi ew program establishnent, 15
i mpl ement ati on, docunentation
and acconplishnents.

F- 3a
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Service Delivery (continued)

D. Ef fecti ve procedures have been
i mpl emented to ensure the tinely
correction of deficiencies recorded
in inspections.

E. Food service facilities and
operations are consistent wth
energy conservation, sanitation
and fire and lifesafety guidelines.

CONCESSI ONS  PROGRAM

EVALUATOR S GUl DANCE Max..

Revi ew program est abl i shnent, 10
i mpl enent ation, docunentation
and acconplishnents.

Revi ew program establi shnent, 15
i mpl enentation, docunentation
and acconplishnents.

F-3b
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Adm ni strative Program

A Inventory of all concessions
equi prent  and furni shings.

B. Copy of approved preventive
mai nt enance program

C. Concessions equipnent repair
records.

D. Copi es of FDA sanitation
code, inspection reports, and
correspondence.

E. Concessions contracts and
Randol ph- Sheppard permts.

F. Physi cal condition of
facilities is docunented
(GSA Form 1782 or equival ent).

CONCESSI ONS  PROGRAM

Maxi mum_ 25 Act ual

EVALUATOR S GUI DANCE

Revi ew i nventory files.

Revi ew copy of PM program

Revi ew repair records.

Revi ew i nspection reports.

Revi ew copies of contracts
and permts.

Verify form 1782 or equival ent,
revi ew.

F-4
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CONCESSI ONS
COVMENT  SHEET

Provi de conplete
conmrents to support rating and
recogni ze noteworthy acconplishnents

COMMVENTS



REPAI R AND ALTERATI ON PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)
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REPAI R AND ALTERATI ON PROGRAM
GOALS

O A repair and alteration has been devel oped to ensure the
continuing operational integrity of the building, its
equi prrent and systens to provide quality client services.

O The building and its conponents are repaired and altered
to protect the Governnent's assets for continued client
m ssion acconpl i shnent.

O Repairs and alterations are acconplished using accepted
construction practices while maintaining the engineering and
architectural features of the building, including historic
preservation requirenents, where applicable.

G1



REPAI R AND ALTERATI ON PROGRAM EVALUATI ON GUI DE

The intent of this guide is to provide the Repair and Alterations
Evaluator with information that will help in evaluating the
ef fectiveness of the building(s) repair and alteration

progran(s).

The follow ng provides supplenental information to be used in
evaluating field office repair and alteration program activities.
The instructions provided below relate directly to the questions
as they appear on the evaluation checklist. The evaluator is
encouraged to use professional judgenent and award partial points
when the situation or opportunity is avail able.

1. Evaluators should identify, prior to arrival at the
building(s) a list of projects conpleted during the period since
the last evaluation. Fromthis list, verification of project
conpl etion should be nade by a physical review of the project

O her equipnment or structural deficiencies identified during
t he wal k-through should be conpared with existing project
i nventory.

It is recormended that this wal k-through be coordinated with
wal k-t hrough conducted by the evaluator(s) of the maintenance
managenent / ener gy nmanagenent program area(s).

2. The condition of the paint programin public, office, and
nmechani cal areas can be determned in conjunction with the wal k-
through identified in #1 above.

3. Revi ew the condition of carpeting, vinyl wall coverings
draperies, and other building finishes to determne the overall
condition of the building in this area. VWhere deficiencies are
identified the evaluator should review the project inventory to
ascertain if the project has already been identified for future
f undi ng.

4, Is there docunentation to denonstrate that affected tenant
agencies are provided comuni cation of upcomng projects in their
buil ding? This docunentation could be by a formal notification
such as a newsletter or nenorandum or by an informal neans such
as during a neeting with a tenant during a building inspection
(docunented on inspection report).

5. There is on file docunentation sufficient to show steps

taken to review, at |east semiannually, the repair program for
the operating activity. Revi ew could be a nenorandum or ot her

G 2a



Repair Alteration Program Eval uation Quide (Continued)

witten docunentation as well as notes to the file to record
t el ephone conversations w th program personnel

6. Is there an inventory list of projects for the building(s)?
As funding becones available, this list is utilized to identify
and acconplish projects.

1. Fil e docunentation shows that a systematic review of project
obligations entered into the financial systemis correct. Thi s
includes a review of avail able reports. If a PBS-operated
building, review the FR71TA, Daily Accounting Hi stories and GSA
Form 1814 and Form 3826 (I1BM.

8. Docunentation exists that shows that the operating activity
notifies higher |evel authority when a problem becones identified
whi ch could inpact overall program acconplishnent.

9. Are conpleted projects being closed out financially?

10. Is there a procedure to docunent and record the cyclic paint

progranf? This could be done by a log to record dates of painting
by room color coding of areas painted by year, etc.

G 2b
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Service Delivery

A. Al necessary recurring repairs
are being acconplished or have
been programred for acconplishnent.

B. Foreseeabl e non-recurring
repairs are reported to
regional PBS in a tinmely manner.

C.  Tenant alterations, which are
adm ni stered by the Facility
Manager, maintain the existing
buil di ng character and use, and
match the existing in quality,
finish, style, and worknmanship.

D. Required cyclical painting
is being acconplished and records
are bei ng maintai ned.

Maxi mum_ 75

REPAI R AND ALTERATI ON PROGRAM

Act ual

EVALUATOR S GU DANCE

Revi ew inventory,
nments and programed repairs.

acconpl i sh-

Revi ew subm ssi ons and

tineliness.

Revi ew specifications and
wor kmanshi p by inspection.

Revi ew records and program

for conpliance.

Public ( 3 year cycle)
( 5 year cycle)

Ofice
Mechani ca

G 3a

(10 year

cycl e)

Scor e

N A
MVax. M n
15
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Service Delivery (continued)

E Evi dence exists that tenants
are infornmed of upcom ng planned
proj ects.

F. Bui |l ding finishes (carpeting,
vinyl wall coverings, draperies)
are maintained in a satisfactory
condi ti on. Where deficient,
funding for replacenent has been
identified and work schedul ed.

G Recurring repairs and tenant
alterations acconplished conform
to FPMR and GSA firesafety,

health, |lifesafety and handi capped
accessibility provisions and, as
applicable, historic preservation
requirements.

REPAI R AND ALTERATI ON PROGRAM

EVALUATOR S GUI DANCE MBx.
Revi ew cust oner surveys. 10
Revi ew from wal k-t hrough 5

of buildings and docunentation
mai ntained by the facility
manager .

Revi ew specifications and 10
conformance by inspections.

Make notations, if conpliance

does not occur.

G 3b
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REPAIR AND ALTERATI ON PROGRAM
(FOR DELEGATED BUI LDI N S) ONLY)

Admi nistrative Program Maxi mum 25 Act ual

NA_

A Project records on al
conpleted recurring repairs and
tenant alterations costing
$10,000 or nore which identify
the description and | ocation of
work, fiscal year of inplenenta-
tion, and actual total cost of
each project.

B. Copi es of requests for GSA
review and approval of recurring
repairs and tenant alterations
estimated to cost $50,000 or nore
or resulting in a change in the
classification of space, wth
supporting data and GSA response.

C  As-built drawi ngs of approved
projects costing $50,000 or nore
or resulting in a change in the
classification of space.

D. Copies of requests for GSA
acconpl i shment of non-recurring
repairs, in the required format.

EVALUATOR S GU DANCE Yes

Revi ew project files for
specifications listed in this
statenent.

Review files with GSA then agency
files and GSA responses.

Review within GSA then agency for
transmttal.

Revi ew copi es and status of request
within GSA

G 4a



Adm ni strative Program

E For buildings listed on

or eligible for listing on the
Nati onal Register of H storic

Pl aces, the agency maintains
copi es of correspondence wth
GSA, the State Historic Preser-
vation Ofice and the Advisory
Council on Historic Preservation
regarding review and approval of
repair, maintenance, alteration
and restoration work.

REPAI R AND ALTERATI ON PROGRAM
(FOR DELEGATED BUI LDI N S) ONLY)

Maxi mum_ 25 Act ual

EVALUATOR S GUJ DANCE

Revi ew correspondence as required.

G 4b
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Adm ni strative Program

A Wrk Item Inventory and Wrk
Under Construction Reports are
reviewed at |east sem annually by
the Facility Manager and corrections
(additions, deletions, nodifica-
tions, etc.) are forwarded to

the PBS regional office for input
and updati ng.

B. Total obligations against |BM
projects are tracked agai nst
guarterly plan to ensure program
integrity (this includes review of
FR71TA Report).

C | BAA folders have estinmate

REPAI R AND ALTERATI ON PROGRAM
(FOR PBS OPERATED BU LDI NE'S) ONLY)

Maxi mum 25

docunents and Forns 1814 are current.

D. Devi ations from field office
plan are transmtted to regional
program office on a tinmely basis.

E. | BM project closeout is accom

plished within 30 days of conpletion.

G 5a

Act ual NA__
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REPAIR AND ALTERATI ON PROGRAM
(FOR PBS OPERATED BUI LDI NG S) ONLY)

PRQIECT | NFORVATION (No Poi nts)

The facility nmanager should have on file the follow ng itens:

A Current building BER (Buil dings Yes
Engi neering Reports) is nmaintained

for each facility having a repair

and alteration responsibility.

B. Copi es of pending or approved Yes
prospectuses are on file.

C Current Work Item Inventory, Yes
Wrk Under Construction, and Wrk

Item History are available in the

facility managenent office.

If the answer to any of the above three questions is No, the region will forward appropriate
information to the facility nanager.
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REPAI R AND ALTERATI ON PROGRAM
COMMVENT  SHEET

Provi de conplete
comrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




CONTRACTI NG PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)




Rev. 2 Cctober 1, 1992

CONTRACTI NG  PROGRAM
GOALS

O Contracts are procured by free and open conpetition to the
maxi mum extent practicable to assure best value of service.

O Al contracting activities are acconplished in accordance
with applicable Federal Acquisition Regulations (FARs), GCeneral
Services Acquisition Regulations (GSARs), and/or agency
procurenment regulations, as appropriate.

O A contract admnistration program has been devel oped and
i mpl emented to ensure delivery of service to our clients.

O Appropriate docunentation of all contracting activities
mai nt ai ned.

H1



Service Delivery

A. Review contract files for
proper documentation of non-
performance and deductions.

B. Review contracts to ensure
that specification meet program
needs.

CONTRACTING PROGRAM

(FOR DELEGATED BUILDING(S) ONLY)

Maximum

75

Actual

50

25

Min.

Score




CONTRACTI NG PROGRAM
(FOR DELEGATED BUI LDI NG(S) ONLY)

Adm ni strative Program Maxi mum__25 Act ual N A

EVALUATOR' S GUI DANCE Yes
A Contract files include all Review contract files for itens 15
requi red docunentation relevant included at a m ni num

to the pre-award phase, post-
award phase and contract

adm ni stration phase. Such
docunentation shall include,

but shall not be Ilimted to
acquisition plans, Departnent

of Labor Wage Determ nations,
source lists, synopsis of
solicitations, justifications
for negotiations, determnations
of responsiveness and
responsibility, cost and/or
pricing analyses, contract award
docunents, contract nodifications,
and contract term nations and
contract cl oseouts.

B. Procurenent assignnment | ogs, Review |l ogs and library of 10

and library of applicable regul ati ons
procurenment regul ations.

H 3
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CONTRACTI NG PROGRAM
COMMVENT  SHEET

Provi de conplete
comrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




CONTRACTI NG PROGRAM EVALUATI ON GUI DE
(FOR PBS OPERATED BUI LDI NG(S) ONLY)

The intent of this guide is to provide the contracting eval uator
with information that will help in evaluating the effectiveness
of building(s) contracting progran(s).

1. Tinely Procurenent.

a. Review contract files for mmjor service contracts to
ensure that procurenment requests were executed or transmtted to
the region with adequate lead time for service delivery.

b. Make note of an inordinate nunber of contract extensions
or energency sole source procurenents.

2. Conf ormance Wth FAR GSAR.

a. Follow O ficial Contract File Checklist (GSA Form 3098)
for Small Purchases to ensure conpliance with appropriate
regul ati ons.

3. Pr ocur enent  Managenent Revi ew.

a. Review last PMR report and determne field office
conpliance with each finding and recomendati on

4, \VM\r r ant Tr ai ni ng

a. Review training folders for each warranted officer to
ensure that required courses have been conpleted or schedul ed.

b. Review training provided for other procurenent personne
to ensure that appropriate courses have been provided.

5. Pronpt Paynent.

a. Revi ew pronpt paynent report provided by Finance to
determ ne nunbers and anounts of penalties.

b. Check "reason codes" to determine the nature of recurring
probl ens.

C Check field office followup procedures used to affect
remedi al actions.

H-5



(FOR PBS OPERATED BUI LDI NG S) ONLY)

Service Delivery

A Facility Manager devel ops
contract specifications and
initiates procurenent action(s)
with sufficient lead tine to
ensure that service or product
delivery is not interrupted on
initial or successor contracts.

B. Procurenent actions are
executed and docunented in
accordance with the provisions

of FAR and GSAR Refer initially
to GSA Form 3098, O ficial Contract
File Checklist, for a guide.

CONTRACTI NG  PROGRAM

Maxi mum 75

H- 6

Act ual

50

25

NA._
VBx. M n.

0

0

Scor e



(FOR PBS OPERATED BUI LDI NG'S) ONLY)

Adm ni strative Program

A Al deficiencies identified
in the last Procurenent Managenent
Revi ew have been corrected.

B. Warranted Contracting Oficers
and other procurenent personnel
have either been provided wth

or scheduled for the appropriate

t rai ni ng.

C Field Ofice has instituted
a system of adm nistrative controls
to ensure conpliance with the

provi sions of the Pronmpt Paynent Act.

CONTRACTI NG PROGRAM

Maxi mum_ 25

H 7

Act ual

NA_

10

10

o &



CONTRACTI NG PROGRAM
COMMVENT  SHEET

Provi de conpl ete
conents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS

H- 8



RESOURCE MANAGEMENT PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)




Rev. 2 Cctober 1, 1992

RESOURCE NMANAGEMENT  PROGRAM
GALS

O To operate, maintain, and repair the building(s) in a cost efficient
manner assuring highest value for the taxpayer's *
i nvest nent . *

O To maintain cost accounting data which is accurate, tinely, and provides
required data to nonitor all expenditures by
obj ect class and functi on.

O To provide and maintain all required financial records and reports.



RESOURCE MANAGEMENT PROGRAM EVALUATI ON GUI DE
(FOR DELEGATED BUI LDI NG S) ONLY)

The following is a guide to provide the evaluator with information that
will be of assistance in reviewing the effectiveness of the resource
managenent program

1. Source Docunents. Any and all docunents that are the basis for
obligations incurred by t%e agency against its FBF Allocation Account and
reported as such to both GSA and the Departnent of Treasury in accordance
with the provisions of OVMB Crcular A-34. These include but are not
limted to purchase orders, wutility billing statenents, travel and training
aut hori zations, certified invoices, bills of I|ading, menoranda of

under standing with other agencies, etc.

2.  Conpl et eness. Scope of work for the period of time over which the
specified service(s) are to be delivered is clearly defined within the
source docunentation

3. Fai r ness. No charges are assessed tenant agencies that would not have
ot herwi se been assessed by GSA had the function not been del egated.

4, Validity. Fi nancial reports are considered valid to the extent that it
can be denmonstrated that the anounts displayed for each functional category
and each object (i.e. labor, supplies, etc.) within that function are a

true reflection of how resources were actually expended by the delegatee in

perform ng the delegated activity(s). (See Source Documentati on).
5. Accuracy. Al transactions reflected in sunmary totals on certified

financial reports are legitimate and do not violate any statutory
[imtations on the use of FBF resources (See Quidelines for Adm nistration
and Control of Federal Buildings Fund Resources Allocated to other Agencies
under GSA's Buil ding Del egation Program

6. Accounting classification. The agency has inplenented a system of
financial reporting and accounting controls that segregates FBF allocation
account transactions from all other agency business. Al FBF allocation
account transactions are uniquely identifiable and "trackable" within the
del egat ee agency's accounting system (i.e., a clear audit trail).

| -2a



Resource Managenent Qui de Del egated Agencies (Continued)

7. Reasonabl e costs. Costs are considered reasonable to the extent that:

a. The services provided are not |less than the commercially equival ent
|l evels that are prescribed by the GSA Central Ofice for its non-del egated
bui l di ng i nventory.

b. Services are being delivered within the funding |evel authorized by
the del egatee agency for the facility.

l-2b



RESOURCE MANAGEMENT PROGRAM

(FOR DELEGATED BUI LDI NE'S) ONLY)

Service Delivery

A Certified financial reports are

are valid and accurately display all

costs by |l abor, supplies/mterials,
and contracts for each functiona

area (i.e., repairs and alterations,
cl eaning, mechanical, wutilities,
protection, admnistrative support,

and the like.)

B. A specific accounting classifi-
cation has been established to
record all costs related solely to
the operation of the building.

C. The agency's operating costs
and repair and alterations costs,
are reasonabl e.

D.  The agency is performng
periodic cost analyses, including
yearend projections, and taking
appropriate actions based upon the
results of the analysis.

E. Fi nanci al records are nmintained
and retired in accordance with NARA

Maxi mum_ 75 Act ual

EVALUATOR S GUI DANCE

Revi ew Appendi x IV for format,
source docunents for dollar
anounts and conpare to other
functional areas for |evels
of service.

Revi ew the establishnment and
mai nt enance of a specific
accounting classification
record.

Conpare to the |evel of
service provided.
Revi ew anal ysis, actions

and results.

Revi ew for conpliance.

or the Conptroller GCeneral regulations

as appropriate.

| -3a

NVA._
Vax. M n Scor e
20 0
20 0
15 0
5 0
5 0




Service Delivery (continued)

F. The accounting and reporting
systenms contain adequate data to
enabl e the agency to nonitor
resources and to operate the
buil ding effectively.

G Cost of reinbursable services
charged to other tenant agencies
are reasonable and accurately
reflect actual cost incurred by
the agency in performng the
requested services.

RESOURCE MANAGEMENT PROGRAM
(FOR DELEGATED BUI LDI NG S) ONLY)

EVALUATOR S GUI DANCE

Revi ew for effectiveness of
noni tori ng resource.

Revi ew for fairness and
r easonabl eness.

I-3b
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RESOURCE MANAGEMENT PROGRAM

(FOR DELEGATED BUI LDI NG(S) ONLY)

Adm ni strative Program

A Copi es of all annual accounting
statenents transmtted to GSA, in
the required formats. Annual cost
accounting statenments are certified
as conplete and accurate by an

appropriate agency financial officer

B. Source docunents, relevant to
the accounting data, are consistent
with summary data presented on
annual cost accounting.

C Docunentation related to

per formance of reinbursable
services for other tenant agencies
is conplete. Charges for these
services are fair and reflect

actual costs incurred by the agency.

Maxi mum 25 Act ual

EVALUATOR S GUI DANCE

Revi ew statenents, fornat
certification conpleteness
and accuracy.

Revi ew that source docunents
are consistent with summary
data and | evel of service
provi ded.

Revi ew docunentation for
conpl et eness, fairness and
accuracy.

NA_

10

10



RESOURCE MANAGEMENT PROGRAM
COMMVENT  SHEET

Provi de conplete
comrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




RESOURCE MANAGEMENT PROGRAM EVALUATI ON GUI DE
(FOR PBS OPERATED BUI LDI N S) ONLY)

The following is a guide to provide the evaluator with
information that will be of assistance in review ng the
ef fectiveness of the resource managenent program

1. Budget Pl ans.

a. Interview buildings nmanager and staff to determ ne
t heir know edge and understanding of plan content.

b. Conpare planned anounts w th workl oad docunents,
contract costs, wutility bills and other historical spending
rates to assess general plan validity.

c. Review plan for extraordinary program needs

2. | nput Docunents.

a. Exam ne a representative sanple of input docunents
to determ ne accuracy of coding and tineliness of
transm ssion to Finance D vision

b. Determne if charges to facilities with CFM
contracts or that have had an A-76 review are being coded in
accordance with the | atest guidance.

3. Reconcili ati on.

a. Check procedures for review of daily and nonthly
accounting histories.

b. Check field office procedures for validating major
accrual s on service contracts.

C. Check field office techniques for identifying and
correcting errors/adjustnents to NEARS.

4. Fund Control.

a. Do a year-to-date analysis and projection of field
office obligations (B/A 61 Direct) to the end of the current
gquarter/fiscal year using nost recent fund status reports
(FR70P series).

b. Conpare finding with analytical statenents prepared
regularly by field office personnel and discuss differences
wi th buildings nanager and staff.

| - 6a



Resource Managenent Cuide Del egated Agencies (Continued)

5. Fundi ng Source Criteria.

a. Interview other team nenbers, particularly in
cl eaning, mnechanical and energy areas, to ensure that above
standard services are supported by reinbursable work
aut hori zati ons.

b. Revi ew nonthly accounting histories to ensure that
no repair projects over $10,000 are coded to function code
A- 46

6. Per sonnel Managenent.

a. Review field offices training plans and Individua
Devel opnent Plans to ensure that training courses are
schedul ed in accordance with programmtic needs and
requirenents relative to agency certification

b. Review staffing patterns for general conformance to
field office workload docunents or Mst Efficient
Organi zation (MEO devel oped under the provisions of OVB
Crcular A-76.

C. Check for valid and updated position descriptions
and performance plans.

7. Asset Managenent.

a. Revi ew various supporting docunentation to ensure
proper control of equipnent, stock, petty cash and other
assets listed in this category.

| -6b



Rev. 2 Cctober 1, 1992

RESOURCE MANAGEMENT PROGRAM
(FOR PBS OPERATED BUI LDI NG(S) ONLY)

Service Delivery

A Daily Accounting H stories are
reconciled daily.

B. Field Ofice budget requests/
plans are generally in conformance
wi th workl oad docunents and program
needs.

C. Labor variances, as of the | ast
Sept enmber 30 FR12AB report, do not
exceed + 2.5%

DD bligational levels remain wthin
funding limtations (internal fund
control).

E. Al financial input docunents
including |abor distribution fornms,
purchase orders, certified invoices,
recurring contracts, RWAs, receivVing
reports, etc., are coded, prepared
and transmtted to Finance in
accordance with guidelines in the
NEARS Handbook (PFM P 4261.1).

Maxi mum_ 75 Act ual

EVALUATOR S GUI DANCE

| -7a

NA_
MBx. M n Scor e
20 0
10 0
10 0
15 0
5 0



RESOURCE MANAGEMENT PROGRAM
(FOR PBS OPERATED BUI LDI N S) ONLY)

Service Delivery (continued)

EVALUATOR S GU DANCE Vax. M n. Scor e

F. Personnel are trained, deployed 15 0
and nmanaged in a manner nost conducive

to the support of PBS programmatic

requi rements and client agency needs.
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Rev. 2 OCctober 1, 1992

RESOURCE MANAGEMENT PROGRAM
(FOR PBS OPERATED BUI LDI N 'S) ONLY)

Adm ni strative Program Maxi mum__ 25 Act ua

A Field office reviews and
anal yzes NEARS data in a nanner
to ensure that:

1. NEARS Report out put
reflects accurately the data
input (reconciliation process).

2. Al open itens older than
90 days are supportable.

B. Bui | ding Incone and Expense
Reports are received and reviewed.

C The field office has established
the necessary controls for inprest
funds, standby and cupboard stocks,
adm ni strative operating equipment,
act nunbers, and overtine usage.

NA



RESOURCE MANAGEMENT PROGRAM
COMMVENT  SHEET

Provi de conplete
comrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




LEASE MANAGEMENT PROGRAM

RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)




Rev. 3 Cctober 1, 1993

LEASE MANAGEMENT PROGRAM
SPECI AL | NSTRUCTI ONS

The Lease Managenent Program consists of three separate
gui del i nes which include guidance for evaluating:

(1)  Non-del egated Buil di ngs;
(2) Delegated Buildings with COR Authority; and
(3) Sites where there is ACO Authority.

A representative from the Real Estate Division (RED) should
participate in both delegated and field office evaluations to
assess ACO performance in del egated, |eased buildings, as well
as COR performance in del egated agenci es. In addition, RED
must ensure that a random sanpling of |ease facilities are

eval uated during field office evaluations.

When performng a field office evaluation there may be
i nstances where all three guidelines will have to be used.
The follow ng procedures should be used in these instances:

- Non-del egated buildings that are |eased should be
scored and reported in the field office evaluation report.

- For lease space with COR and ACO authority a brief
report (including findings and recomrendati ons) should be
prepared and issued to the del egated agency. A copy of the
report should be sent to Central Ofice along with the field
office evaluation report, however, the score should not be
included in the overall score for |ease nmanagenent.

J-1
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LEASE MANAGEMENT PROGRAM
(FOR NON- DELEGATED BUI LDI NG(S) ONLY)

GOALS

O A lease managenent program has been established to ensure
the provision of service to our clients required in the |ease.

O Appropriate docunentation of the |ease nanagenent program
i s naintained.

O Provisions of the Federal Property Managenent Regul ations
and Executive Orders are being conplied with, as applicable.

J-2



LEASE MANAGEMENT PROGRAM EVALUATI ON GUI DE
(FOR NON- DELEGATED BUI LDI NG(S) ONLY)

The GSA contracting officer is responsible for ensuring that
his/her Contracting Oficer Representative (COR) is adequately
enforcing the terns and conditions of the Covernnent's |ease
contract. This is to be acconplished by periodic tel ephonic
communi cations, onsite visits as necessary, and an annual review
of the COR | ease enforcenment files. Onsite visits and revi ews of
the | ease enforcenent files should optinmally be acconplished in
connection with other |easing actions to be undertaken in the
community to mnimze costs. In the event that an onsite visit
cannot be scheduled, it may be necessary for the COR to nai
copies of the lease enforcenent files to the contracting officer
for review Probl em areas should be addressed imediately with a
schedul e of corrective actions. The contracting officer may
revoke the COR designation if deened warranted. However, any
determ nation to revoke a COR designation nmust be made in witing
and provided to the COR (Certain agreenents nmay specify that
copies of these determnations also be provided to other agency
officials.

In assessing the performance of the COR, the contracting officer
shoul d be concerned primarily with the foll ow ng:

1. Does the COR have as a ready reference, the COR training
tutorial containing:

a. the | ease and all anendnents;
b. an approved unit price agreenent, if applicable; and
c. outleases for the prem ses as applicabl e?

2. Has the COR established a |ease enforcenent file with copies
of all correspondence between the COR the |essor, and the
contracting officer?

3. Has the COR established a periodic services calendar for
conducting inspections?

4, Does the COR conplete all inspection reports and foll ow up
with the lessor on a tinely basis in correcting deficiencies?

5. Does the COR maintain a record of all communications with the
| essor regarding performance issues?

6. Is there a separate file to docunent alteration work and is
it being acconplished in accordance with policy and procedures?

1. Revi ew service conplaint log for proper followp with the
| essor.

J-3



LEASE MANAGEMENT PROGRAM

(FOR NON- DELEGATED BUI LDI N&'S) ONLY)

Service Delivery

A Facility Manager is aware of
responsibilities and limtations
regardi ng | ease nmanagenent. Al
actions taken are appropriately
aut hori zed, (i.e., outleasing,
rental deductions, etc.).

B. Deficiencies in |essor
performance are reported
imedi ately to | essor

C The facility manager is
providing full service and
support to occupants of the
bui | di ng.

D. Cccupants are satisfied
with the building condition
and with services provided
by the | essor.

E. Cccupant conpl aints, where
valid, are forwarded to the
| essor for action and resol ution

Maxi mum 75

EVALUATOR S GUI DANCE

Review facility manager's

responsibilities and actions.

Revi ew docunent ati on

Contact occupants,
docunent wunusual conditions.

To be determ ned by occupant
survey.

Spot check correction of
several conplaints.

J-4a

Act ua

NaA_
Vax. M n Scor e
5 0
15 0
10 0
15 0
20 0



Service Delivery (continued)

F. The occupant is advised of
the action plan for correcting
problems. Followup actions are

LEASE MANAGEMENT PROGRAM
(FOR NON-DELEGATED BUILDING (S) ONLY)

EVALUATOR'S GUIDANCE Max. Min. Score
Spot check with selected 10 0
occupants.

taken and files are documented.



LEASE MANAGEMENT PROGRAM

(FOR NON- DELEGATED BUI LDI NG S) ONLY)

Adm ni strative Program

A Facility Manager has a
schedul e of current fisca
year |ease inspections.

B. Al lease inspections for
the fiscal year just conpleted
wer e perforned.

C.  Copy of all active |eases
and outl eases including
amendnents and approved unit
price agreenents are on file.

D. Reports of inspections
conducted to ensure conpliance
with |ease performance standards
concerning heating, ventilation
air conditioning, |ighting,

el evators, maintenance, security

janitorial services, and the like.

Maxi mum 25

EVALUATOR S GU DANCE

Revi ew for current copy.

Revi ew for conpl et eness

Revi ew copy for conpl eteness

Revi ew i nspections reports and
fol l owup action

J-5a
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LEASE NMANAGEMENT PROGRAM

(FOR NON- DELEGATED BUI LDI N& S)

Admi nistrative Program (continued)

E. Record of all conplaints and
their resolution relative to

| essor's conpliance with | ease
terns.

F. Copies of all correspondence
with the contracting officer
concerning admnistration of the
| ease are on file.

G Ateration work conplies wth
the ternms of contract.

EVALUATOR S GUI DANCE

Revi ew records and followp actions

Revi ew correspondence with GSA

Revi ew alteration work for
conpl i ance.
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LEASE NMANGEMENT PROGRAM
COMMVENT  SHEET

Provi de conplete
conmrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




Rev. 3 Cctober 1, 1993

LEASE ADM NI STRATI ON PROGRAM - ACO
(FOR DELEGATED BUI LDI NE'S) ONLY)

GOALS

O Qalified ACCs are properly trained and appointed.

O A |ease enforcenent program which includes docunentation,
has been established to ensure that services required by the
| ease are being provided.

O Provisions of the GSAR FPMR Executive Oders, and other
statutes and regulations are being conplied with, as required.

O An efficient system for handling | ease paynents in a tinmely
manner is in place.

O Administration of |ease escalation provisions, real estate
tax changes, and other nodifications to the lease are in
conpliance with applicable regulations and del egated
authorities.

J-7
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Rev. 3 Cctober 1, 1993

ADM NI STRATI VE CONTRACTI NG OFFI CER (ACO) PROGRAM
OVERS| GHT EVALUATI ON GUI DELI NES
(FOR DELEGATED BUI LDI NG(S) ONLY)

The GSA Contracting Oficer (CO is responsible for ensuring
that the del egatee agency ACO is adequately enforcing the
ternms and conditions of the CGovernnent's |ease contract,

This is to be acconplished by periodic telephonic

communi cations, onsite visits, and a biennial review of the
ACO | ease enforcenent files. In order to mnimze costs,
onsite visits to review these files should be acconplished,
whenever possible, in connection with other |easing actions at
t hese | ocati ons. In the event that onsite visits cannot be
scheduled, it may be necessary for the ACO to nmail copies of
the | ease enforcenent files to the CO for review Pr obl em
areas should be addressed imediately with a schedul e of
corrective actions. I f deened warranted, the CO may revoke
t he ACO designation; however, any such determnation nust be
made in witing to the ACO (Certain agreenents may specify

that copies of these determ nations also be provided to other

agency officials.)

In assessing ACO performance, the CO should consider the
fol I ow ng:

() Is the ACO Training Tutorial available as a ready
reference and does it contain:

a. current |lease and all anmendnents;

b. approved unit price agreenent(s), if applicable; and

C. outl eases for the prem ses as applicable?

(2) Does the ACO maintain a record of all conmunications
with the lessor regarding performance issues?

(3) Has the ACO established a schedule for conducting
periodic inspections to ensure conpliance with |ease
performance standards?

(4) Does the ACO conplete all inspection reports; and
followup with the lessor to ensure tinmely correction of
defi ci enci es?

(5) Has the ACO established a register to record occupant
conplaints and their resol utions?

J-8
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Rev. 3 Cctober 1, 1993

(6) Has the ACO established a |ease enforcenent file with
copies of all correspondence anong the ACO the |essor, and
t he CO?

(7) |s there a separate file to docunment alteration work and

is this work being acconplished in accordance with applicable
policies and procedures?

J-9



Rev. 3 CQctober 1, 1993

Service Delivery

A ACO is aware of
responsibilities and
l[imtations regarding

managenment. Al actions
taken are in accordance with

del egated authorities.

B. Persi stent deficiencies

| essor performance have been
reported to the CO with
supporting docunentation.

C ACO is providing ful
service and support to building

occupants.

D. Cccupants are satisfied
with the building condition
and with services provided

by the | essor.

E.  Valid occupant conplaints
are forwarded to the |essor
for action and resol ution.

LEASE ADM NI STRATI ON -
(FOR DELEGATED BUI LDI NG S) ONLY)

Maxi mum_ 75

EVALUATOR S GU DANCE

Revi ew ACO s
responsibilities and
actions.

Revi ew docunent ati on

Cont act occupants;
docunent unusual
condi ti ons.

To be determ ned by
occupant survey.

Spot check correction

of several conplaints.

Vax.

20

15

10

15

10

N A

Scor e
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Rev. 3 October 1, 1993

Service Delivery (continued)

F. Occupants are advised of
action plan for correcting
problems. Follow-up actions

are taken and file documented.

LEASE ADMINISTRATION - ACO
(FOR DELEGATED BUILDING(S) ONLY)

EVALUATOR'S GUIDANCE

Max.

Spot check with occupants.

J-10b

5

Min.

Score

* % & %



Rev. 3 Qctober 1, 1993

LEASE ADM NI STRATI ON PROGRAM - ACO
(FOR DELEGATED BUI LDI NG S) ONLY)

Adm ni strative Program Maxi mum__ 25 Act ual N A
EVALUATOR S GUI DANCE Yes

A.  Copy of current | ease, Revi ew copy for conpl eteness. 2

including all anendnents.

B. Copy of current, approved Revi ew for current copy. 2

unit price agreenent(s), if Revi ew orders.

applicable, and orders

agai nst .

C. Copies of outleases, if Revi ew copi es. 2

appl i cabl e.

D. Reports of inspections Revi ews inspections reports 3

conducted to ensure |essor and foll owmp actions

provi ded services conform to
| ease performance standards.

E.  Record of all conplaints Revi ew record and followp 4
and their resolution relative actions.

to lessor conpliance with |ease

terns.

J-11a

* % Xk %

* % * *

* F F X



Rev. 3 Cctober 1, 1993

Adm nistrative Program (continued)

F. Copies of all ACO
correspondence with GSA CO
and | essor or representative
regardi ng adm nistration of
| ease.

G Contracts for alteration
wor k adhere to Gover nnent
procurenment regul ations.

H Alteration work conplies
with contract terns.

I.  ACO has established and

i npl emented plan to adm nister
the | ease to ensure adherence
to | ease provisions/receipt of
speci fied services.

J. Copies of rental paynents,
deductions, and SLAs for tax
and/ or operating escal ations.

LEASE ADM NI STRATI ON PROGRAM - ACO
(FOR DELEGATED BUI LDI NG(S) ONLY)

EVALUATOR S GUI DANCE

Revi ew correspondence.

Revi ew procurenent procedures

Revi ew alterati on work

Review plan for effectiveness
and i npl enent ati on.

Revi ew copi es of paynents,
deductions, escal ations.

J-11b

* % ¥ o %

* %k F ¥ * %

* ok



LEASE ADM NI STRATION - ACO
COMMVENT  SHEET

Provi de conplete
comrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS
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LEASE MANAGEMENT PROGRAM - COR
(FOR DELEGATED BUI LDI NE'S) ONLY)

GOALS

O Qualified CORs are properly trained and appointed

O A lease enforcenent program which includes docunentation
has been established to ensure that services required by
the | ease are being provided.

O Provisions of the GSAR, FPMR Executive Orders, and other

statutes and regul ations are being conplied with, as
required.

J-13
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CONTRACTI NG OFFI CER REPRESENTATI VE (COR) PROGRAM
OVERSI GHT EVALUATI ON  GUI DELI NES
(FOR DELEGATED BUI LDI NG S) ONLY)

The GSA Contracting Oficer (CO is responsible for ensuring
that the del egatee agency COR is adequately enforcing the
terns and conditions of the Governnent's |ease contract.
This is to be acconplished by periodic telephonic.

communi cations, onsite visits, and a biennial review of the
COR | ease enforcenment files. In order to mnimze costs,
onsite visits to review these files should be acconplished,
whenever possible, in connection with other |easing actions at
t hese | ocati ons. In the event that onsite visits cannot be
scheduled, it may be necessary for the COR to nmail copies of
the | ease enforcenent files to the CO for review  Problem
areas should be addressed immediately wth a schedul e of

corrective actions. I f deened warranted, the CO may revoke
the COR designation; however, any such determnation nust be
made in witing to the COR (Certain agreenents may specify

that copies of these determinations also be provided to other
agency officials.)

In assessing COR perfornance, the CO should consider the
fol | ow ng:

(1) Is the COR Training Tutorial available as a ready
reference and does it contain:

a. current |ease and all anmendnents;
b. approved unit price agreenent(s), if applicable; and
c. outleases for the prem ses as applicable?

(2) Does the COR maintain a record of all comunications wth
the | essor regarding perfornmance issues?

(33 Has the COR established a schedule for conducting
periodic inspections to ensure conpliance with |ease
per f ormance standards?

(4 Does the COR conplete all inspection reports; and
followup with the lessor to ensure tinely correction of
defi ci enci es?

(55 Has the COR established a register to record occupant
conmplaints and their resol utions?

J-14
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Rev. 3 OCctober 1, 1993

() Has the COR established a |ease enforcenent file wth
copies of all correspondence anong the COR the |essor, and
t he CO?

(7) Is there a separate file to docunent alteration work and

is this work being acconplished in accordance with applicable
policies and procedures?

J-15

*
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Service Delivery

A COR is aware of
responsibilities and
limtations regarding |ease
managenent . Al actions
taken are in accordance with
del egated authorities.

B. Persistent deficiencies in
| essor performance have been
reported to the CO with
supporting docunentation.

C COR is providing full
service and support to building
occupant s.

D. Cccupants are satisfied
with the building condition
and with services provided
by the | essor.

E.  Valid occupant conplaints
are forwarded to the |essor
for action and resol ution.

LEASE MANAGEMENT - COR

(FOR DELEGATED BUI LD NE'S) ONLY)

Maxi mum __ 75 Act ua

EVALUATOR S GUI DANCE Max.
Revi ew COR s 20
responsibilities and
actions.
Revi ew docunent ati on. 15
Cont act occupants; 10
docunent unusual
condi tions.
To be determ ned by 15
occupant survey.
Spot check correction 10

of several conplaints.

J- 16a

NA__

Scor e

* * X X X X

* ¥ ¥



Rev. 3 October 1, 1993

Service Delivery (continued)

F. Occupants are advised of
action plan for correcting
problems. Follow-up actions

are taken and file documented.

LEASE MANAGEMENT - COR
(FOR DELEGATED BUILDING(S) ONLY)

EVALUATOR'S GUIDANCE

Spot check with occupants.

J-16b

Max.

5

Min,

Score

0

* * * %



Rev. 3 October 1, 1993

LEASE MANAGEMENT PROGRAM - COR
(FOR DELEGATED BUILDING(S) ONLY)

Administrative Program Maximum 25 Actual

EVALUATOR'S GUIDANCE

A. Copy of current lease, Review copy for completeness.
including all amendments.

B. Copy o©of current, approved Review for currency and orders
unit price agreement(s), if against it.

applicable.

C. Copies of outleases, if Review for currency.
applicable.

D. Reports of inspections Review inspection reports
conducted to ensure compliance and followup action(s).

with lease performance
standards relative to services
and utilities.

E. Record of all complaints Review records and followup
and their resolution relative actions.

to lessor compliance with lease

terms.

J-17a

*

* * % % *
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Rev. 3 CQctober 1, 1993

LEASE MANAGEMENT PROGRAM - OCOR
(FOR DELEGATED BUI LDI NG S) ONLY)

Adm ni strative Program (continued)

EVALUATOR S GU DANCE

F. Copies of all correspondence Revi ew correspondence wth
with GSA CO and |essor regarding GSA.
managenent of | ease.

G Contracts for alteration Revi ew procurenent procedures.

work adhere to Governnent
procurenment regul ations.

H Alteration work conplies Revi ew al terati on work.
with contract terns.

. COR has established and Revi ew plan for effectiveness
i npl erented a plan to nanage and i npl enentation.

the | ease to ensure adherence

to | ease provisions and receipt

of specified services.

J-17b

* % k% *



LEASE NMANAGEMENT PROGRAM - COR
COMMVENT  SHEET

Provi de conplete
conmrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




REI MBURSABLE SERVI CES PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)




Rev. 2 Cctober 1, 1992

REI MBURSABLE SERVI CES PROGRAM
GOALS

O To deliver required quality services to our clients in a
timely nanner.

O To give estimates to our clients within 10 percent of the
actual costs.

O To accurately charge our clients costs for reinbursable
work ordered by the client.



Rev. 2 Cctober 1, 1992

REI MBURSABLE SERVI CES PROGRAM EVALUATI ON GUI DE

The intent of this guide is to provide the reinbursable services
evaluator with information that will help in evaluating the

ef fectiveness of building(s) reinbursable services progran(s).
Select a sanple of 25 conpleted and term nated Non-Recurring

Rei mbur sabl e Work Authorizations (RWAs) and 25 Recurring RWAs
fromthe Septenber 30 "Status of Wrk Authorization Report”
(FR70SA) .

1. Tineliness for Non-Recurring RAMs.

Revi ew GSA Form 2957 and conpare request date to start
dat e?

b. Conpare start date on GSA Form 2957 to dates on the
"Monthly Work Authorization H story Report (FR38C)" and the GSA
Form 1814 "Job Control Form™

2. Esti nat es.

a. For Recurring RWAs, check application of fornula for
overtine activities to ensure conpliance w th methodol ogy
devel oped by energy managenent.

b. Non-Recurring RWAs

(1) Interview planner estimators to ensure that
estimating techniques are in conformance with industry standards
as specified by R S. Means, the Dodge Mnual, term contract
schedul es or other conparable publications.

(2) Conpare estimates on GSA Form 2957 to obligations on
FR70SA.

3. RM Entry into NEARS.

a. Conpare data in RM files, assignnment |ogs and Finance
Transmttals (GSA Forns 2951) to data in NEARS RWA status reports
(FR70SA) .

b. Revi ew conpletion dates to ensure tinely conpletion of *

RWA's. Copy 7 of the RWA nust be sent to Finance inmediately
upon physical conpletion.

K- 2a



Rei mbur sabl e Gui de (Conti nued)

4, RM Reconciliation for Non-Recurring RMs,

Conpare GSA Form 1814 to the FR70SA
5. Rei nbursabl e vs. O8M WrKk.

Check distribution of |abor hours on NEARS Manpower
Utilization Report (FR70P3 Series) or Labor D stribution/Variance
Summary Report (FR12AB).

6. Actual Cost Billing for Non-Recurring RWMs.

a. Conpare obligations on the FR70SA to the costs on the
"Conpl eted Wrk Authorization Report” FRLO0OC. Variances could
i ndi cate unliquidated open itens or NEAR system probl ens.

b. Check for amendnents where obligations/costs exceed the
estimate by greater than 10 percent.

K- 2b
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REI MBURSABLE SERVI CES PROGRAM

(FOR PBS OPERATED BUI LDI N S) ONLY)

Service Delivery

A Service provided net clients
requirenents.

B. Wrk was perforned as
schedul ed. Due dates were net.

C Excess materials were credited
to client and recorded as cupboard
st ock.

D. Revi ew rel ative accuracy of
of estimtes.

Maxi mum 75 Actual

EVALUATOR S GUI DANCE

Contact client.

Revi ew Form 2957, Bl ock 22,
for start date and conpl etion
due date. Revi ew fi nanci al
and inspection docunments and
conpare to dates.

Review material requirenments
with invoices, etc.

MBx.

Scor e

35

10




REI MBURSABLE SERVI CES PROGRAM
(FOR PBS OPERATED BUI LDI NG S) ONLY)

Admi nistrative Program Maxi mum__ 25

A Estimates for recurring and non-
recurring work authorizations are
devel oped and processed in accordance
with current policy, guidance and
regul ati ons.

B. All RWMs are entered into NEARS
bef ore begi nning of the requested
service or there is evidence that

the field office has initiated action
and followp to ensure pronpt input.

C. RWAs are nonitored sufficiently
to ensure proper expenditures while
bei ng executed and that they are
closed in a tinely manner when work
i s finished.

D. Rei nbursabl e work is not being
done at the expense of required
operation and nai nt enance worKk.

E. Review files for anendnents where
the RM estimate is |less than $1, 000

and the actual costs exceed it by $100
or nore. Wiere RWA estinmates are $1, 000
or nore, anendnents are needed when the
actual costs exceed the estinate by the
| oner of $1,000 or 10 percent.

Act ual N A -



REI MBURSABLE SERVI CES PROGRAM
COMMVENT  SHEET

Provi de conplete
conmrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




SPACE ASSI GNMENT AND UTI LI ZATI ON PROGRAM
RATI NG SHEET

REG ON:

LOCATI ON:

Qperational Unit:

1. Service Delivery
2. Adm nistrative Program

TOTAL

* EVALUATI ON_SCORE:

Service Delivery:

Actual Score

Adm ni strative Program

Actual Score

75

25

Maxi mum
Scor e

NA s

NA s

75

= N
ol
o

*Eval uati on

Scor e

To Page A-1

75

X 25

Report Prepared By (Signature)

Dat e
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SPACE ASSI GNVENT AND UTI LI ZATI ON PROGRAM
GOALS
O A Space Assignnent and Uilization program has been
established to ensure the effective managenent of space by
our del egat ed agenci es.
O Appropriate docunentation of space assignnment and
utilization is nmaintained to assure proper billing for space
assi gned.

O Provisions of the Federal Property Managenent Regul ations
and Executive Orders are being conmplied with, as appropriate.

L-1



SPACE ASSI GNVENT AND UTI LI ZATI ON  PROGRAM

Service Delivery

A. A space utilization inspection
program has been established,

i npl emrented and docunented to
ensure that space is properly
utilized and that reductions in
space assignnents are acconplished
in accordance with agency space
reduction plan.

B. Notification and/or approval
requirements in the del egation
are being foll owed.

(FOR DELEGATED BUI LDI NGS) ONLY)

Maxi mum__ 75 Act ua

EVALUATOR S GUI DANCE

Revi ew program establishnent,
i npl enmentation, docunentation
and results as they apply to
t he space reduction plan.

Revi ew notification tineliness
and approval requirenents.

L-2

N A
MVBx. M n
40 0
35 0

Scor e



SPACE ASS|I GNVENT AND UTI LI ZATI ON  PROGRAM

Adm nistrative Program

A A copy of current assignnent
pl ans show ng bl ock assignnents
and space classification for each
agency conponent having separate
agency/ bureau code for rent

pur poses.

B. Copi es of all correspondence
to GSA (including assignment

drawi ngs) regarding changes which
woul d affect RENT billing.

C.  Applicable guidance from GSA
regul ations, Executive O ders,
etc. are readily available for
reference and use.

(FOR DELEGATED BUI LDI NG(S) ONLY)

Maxi mum 25

EVALUATOR S GUl DANCE

Act ual

Revi ew copi es of assignnent

pl ans.
records. Spot
assi gnnents.

Conpare w th assignnent
check sel ected

Revi ew copi es of correspondence

Conpare work assi gnnent

Revi ew fil es.

L-3

dr awi ngs.

NA_

10

10



SPACE ASSI GNMENT AND UTI LI ZATI ON PROGRAM
COMMVENT  SHEET

Provi de conplete
conments to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




SECURI TY PROGRAM
RATI NG SHEET

REG ON:
LOCATI ON:
Qperational Unit: Maxi mum *Eval uation
Score Score
1. Service Delivery 75
2. Admnistrative Program 25
TOTAL 100
To Page A-1
* EVALUATI ON SCORE:
Service Delivery:
Actual Score N A s
75 X 75=
Adm ni strative Program
Actual Score N A s
25 X 25 =
Dat e

Report Prepared By (Signature)
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SECURI TY PROGRAM
GOALS

O To provide for the safety of occupants and protection of
personal property in the buildings and on the grounds.

O A security program has been established and inplenented to
ensure the protection of life and property from crim nal
activity.

O Appropriate docunentation of security protection program is
mai nt ai ned.

O Provisions of the Federal Property Mnagenent Regul ations
and Executive Orders are being conplied with, to ensure
guality services have been provided to our clients.



Service Delivery

A. Wien applicable, the agency
has established and i npl enented

a plan to nmanage and adm ni ster
guardi ng, security, and/or fire
safety systens and contracts to
ensure adherence to specifications,
and that specified services are
provi ded.

B. Current GSA rules and
regul ations are posted in a
conspi cuous place(s) wthin
bui | di ng.

C Bui l ding protection, health,
and safety requirenents are
provided in accordance wth
pertinent FPMR and GSA fire

and safety criteria.

D. Cccupants are satisfied
with building safety and
security services.

E. Conpl ete copies of Ofense
I ncident Reports (GSA Form 3155)
have been forwarded to GSA.

SECURI TY PROGRAM
(FOR DELEGATED BUI LDI N S) ONLY)

Maxi mum 75 Act ual

EVALUATOR S GUI DANCE

Revi ew pl an establishnent,

i npl erentation and results
ensuring specified services
are provided.

Check posting |ocations.

Make notations, if conpliance
does not occur.

To be determ ned by occupant

survey.

Revi ew copies of forns and
timeliness of transmttal

M 2

N A
VaX. M n
25 0
5 0
15 0
15 0
15 0

Score



Adm nistrative Program

A A current and conplete
Cccupant Energency Plan exists
for the building.

B. Inventory of security systens.
C I nspection records of guard.
D. Suitability and certification
records of contract cleaners,

guards as applicabl e.

E. O fense |ncident
Form 3155.

Reports, GSA

F. Check for
Survey.

Physi cal Security

SECURI TY PROGRAM
(FOR DELEGATED BUI LDI N& S) ONLY)

Maxi mum 25 Act ual

EVALUATOR S GUI DANCE

Revi ew copy of plan.

Revi ew copy of inventory.

Revi ew inspection records
of guard perfornance.

Review suitability and
certification records.

Revi ew reports.

Revi ew | at est survey.

M 3

NA_
Yes No
5 0
4 0
4 0
5 0
5 0
2 0



SECURI TY PROGRAM
COMMVENT  SHEET

Provi de conplete
conmrents to support rating and
recogni ze noteworthy acconplishnents

| TEM NUMBER COWENTS




APPENDI X A

Ceneral Instructions for Evaluating PBS Field Ofices

1.

Purpose of Field Ofice Evaluations: Field Ofice
Eval uations are intended to assess the:

a. Quality of service delivery to our tenants.
b. Preservation of Governnment assets.

c. Conpliance with established regulations, policies,
and procedures, and performance work statenents where
A-76 conpetition has been won by PBS Mst Efficient
Organi zat i on.

d. Weakness of the field office operation through
observation, and to offer recommendations for
strengt hening operations through dial ogue.

Since the teamis nade up of experienced program officials
fromthe regional offices and other field offices, the field
office evaluation also serves as a forum for exchangi ng ideas
and experi ences. The evaluation process allows for reviewng
the effect that regulations, policies, and procedures have on
program executi on.

By August 31 the Director of the regional Mnagenent and
Safety Division will forward to the Assistant Conm ssioner
for Real Property Managenent and Safety the followng fisca
year's schedule for operational evaluations.

Field Ofice Evaluation Team The team shall consist of a
team | eader and persons who have denonstrated a high |evel of
expertise in the specific program areas. The team | eader is
responsi bl e for:

a. Notifying the field office, in witing, at |east
30 days in advance of the inpending eval uation

b. Coordinating any adm nistrative support needed.

c. Scheduling entrance and exit conferences with the field

of fi ce manager. The exit conference shall be held no
|ater then five (5) days after the field work is
conpl et e.

d. Scheduling exit conferences with the ARA and Rea
Property Managenent and Safety Division Directors.

Appendi x A-1



e. Assenbling the workpaper package and witing the fina
report.

Team nenbers are responsible for collecting any information
they may need prior to the on-site eval uations. They nust
submt their itineraries to the team | eader at | east

5 work days before the team leader's formal notification

to the field office (See 2a.). Upon conpletion of their

eval uation, they shall report in witing the results of their
revi ew.

Trainees may be included, however, their participation nust
be limted to assisting the team nenbers and observing the
eval uati on process.

Eval uati on Results: The field office evaluation report
provides a nuneric score and a witten report that discloses
significant problens and recommendations for correcting those
probl emns.

a. Scoring: The nuneric scoring provides a conparative
basis of field office operations in a region. The
results are based on a weighted system of scoring.
Service delivery makes up 75 percent of the score.
The Admi nistrative Program conpliance with policies
and procedures, nakes up the remaining 25 percent.
Weight factors are also given to specific conponents
wi thin each program area.

Since the quality of service delivery can exist at
varying levels, partial scores (those scores between zero
and the maxi num score) may be given for conponents under
the Service Delivery section. No partial scores wll be
given in the Adm nistrative Program section since this is
viewed as a "conpliance or nonconpliance" issue.
Conmponents will either receive full credit or zero.

Some of the conponents may not apply to certain

si tuations. Shoul d this happen, the evaluator should

mark that conponent as "N A" (Not Applicable) and nake
a margi nal comment explaining why it is not applicable

N A's can significantly affect the conparative aspects
of the field office evaluations and nust be kept to a

m ni mum The follow ng nethod of conputing program

eval uation scores will maintain the 75 percent to 25
percent service delivery to admnistrative program ratio

Appendi x A-2



Service Delivery:

Actual Score

""""""" X 75 = Evaluation Score
(Maxi mum Score - N A's)
Adm ni strative Program
Actual Score
""""""" X 25 = Evaluation Score

(Maxi mum Score - NA's)
NOTE

FOLLOWM UP EVALUATI ONS SHALL BE PERFORMED WTHI N 90 TO
120 DAYS |IF THE TOTAL EVALUATI ON SCORE IS LESS THAN 80.

FOLLOWM UP EVALUATI ONS SHALL BE PERFORMED WTHI N 90 TO
120 DAYS FOR THOSE PROGRAM SECTI ONS THAT RECElI VED AN
EVALUATI ON SCORE OF LESS THAN 75.

b. Witten Report: The witten report describes the results
of the field office evaluation. It shall be arranged in
the follow ng manner:

O Cover Sheet - The Summary Rating Sheet will serve as
t he cover sheet.

O Table of Contents:

FI ELD OFFI CE EVALUATI ON REPORT
TABLE OF CONTENTS

Section:
Overvi ew A
Team Menbers Al
Buil dings Visited A-2
Operations & Mintenance Program B-3
Energy Conservation Program G4
Cust odi al Program D-5
Saf ety and Environnental Program E-6
Concessi ons Program F-7
Repair and Alterations Program G8
Contracting Activities Program H 9
Resource Managenent Program [-10
Lease Managenent Program J-11
Rei mbur sabl e Services Program K-12
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O

For mat

Q0

Q0

Q0

Q0

Qverview - This section consists of a narrative,
field office coiments, and a signature page.

The narrative will give a general description

of the scope of the evaluation and a sunnarK

of the results. The summary should highlight
both the positive program areas under the field
office and only those problem program areas that
are so significant that they require immediate
attention.

The field office coments section is optiona

for the field office manager. This allows the
manager to comment on any aspects of the
operational evaluation. W encourage these
coments. Al though the final disposition of
issues rests with the evaluation team and

regi onal managenent, this section offers a forum
for the field office manager to comment on the
results of the eval uation

The signature page shall begin with the

foll owi ng statenent: "The undersi gned have
reviewed the field office evaluation perforned
in the (Field Ofice Nane) Field Ofice

during (Dates of Evaluation). W have reviewed
the findings and recomendati ons and agree that
the action plans will fully resolve these

i ssues. "

This statenment shall be signed by the Field
O fice Manager, the Evaluation Team Leader,
the Director of the regional Ofice of Rea
Property Managenent and Safety Division

and the Assistant Regional Adm nistrator, PBS.

Team Menbers - List all participants and the
functions they perforned during the evaluation

Buildings Visited - List all buildings that were
i nspected during the evaluation and the dates
t hey were inspected.

Program Sections - Each program section shall
begin with the Program Rating Sheet and
conponent scoring sheets. It should be foll owed
with a brief narrative describing the results of
eval uating the program section. The fina
entries in each program section should be the
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Rev.

3 Cctober 1, 1993

GSA FORM 7413 for each individual finding

and recommendation for the particular program
section. A finding is defined as a problem so
critical it requires inmediate attention. The
correcting action requires tracking by regional
managenent until conpletion. The field office
manager and the division director shall certify
on the GSA FORM 7413 that the correcting action
is conplete and place it in the Field Ofice
Eval uation file. NOTE: PLEASE REFER TO

THE LEASE NMANAGEMENT SECTI ON FOR SPECI AL

I NSTRUCTI ONS ON REPORTI NG REQUI REMENTS.

O Page Nunmbering - Please nunber the pages in accordance
with the Table of Contents exhibited in Appendi x A-3.
The conponent rating sheet shall carry the designating
letter. Subsequent pages within the conponent shall
be nunbered sequentially. For exanpl e: B.1, B.2, etc.

Evaluation File - The regional director of the Real Property
Managenent and Safety Division will maintain an eval uation
file for each field office evaluation. The evaluation file
will be nade up of all notes, pictures, work papers, client
interviews and other materials related to the Field Ofice
Eval uati on. The file should conformto the follow ng
format:

O Table of Contents

Section

Field Ofice Evaluation Report
Operations and Mi ntenance
Energy Conservation

Cust odi al Managenent

Safety and Environnent al
Concessi ons

Repair and Alterations
Contracting Program
Resource WManagenent

Lease Managenent

Rei nbur sabl e Services

Adm ni strative

rXSCTIOTMMUO®m>

O Format - The Rating Sheet for each program shall
serve as the first page of each section and
shall carry the corresponding section letter. The
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Service Delivery Rating Sheet for that program shal
serve as the second page. The work papers supporting
the Service Delivery rating should follow They
inturn, should be followed by the Administrative
Program Rating Sheet which would be followed by its
supporting work papers.

O Page Numberi ng:

The page nunbering system for the eval uation package
is based on the foll ow ng:

PAGE NUMBER X-N x. N

An al pha character corresponding --------
to the program section in the Table
of Contents.

A "1" for Service Delivery or a------------
"2" for Admnistrative Program

An al pha character that corresponds ---------
to the evaluation conponents within

the Service Delivery and Adm nistrative
Program Subsecti ons.

A nuneric character that sequentially----------
nunbers the workpapers for that conponent.

As an exanpl e: The Rating Sheet for the Operations
and Mai ntenance program would be | abeled "B". Its
Service Delivery rating sheet would be | abeled "B-1".

The check list used to evaluate buildings under
conmponent "A" of the Qperations and Mintenance
Program shall be nunbered as "B-1la.1". The next
pages of the check list shall be |abeled "B-1la.2",
"B-1a.3" and so on until the workpapers for the
next conponent, which would be |abeled "B-1b. 1",

"B-1b. 2", etc. The Administrative section would
be | abeled "B-2a.1", "B-2a.2", etc.

Adm nistrative - The Adm nistrative Section of the
eval uati on package should contain copies of the
notification letter to the field office, team nenber

itinerariesh and ot her docunentation such as notes
fromthe exit conferences.

DO NOT | NCLUDE THE NARRATI VE GUI DELI NES I N YOUR
FI NI SHED WORKPAPER PACKAGE
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Evaluation File Disposition - The original copy of the
Field Ofice Evaluation Package will be kept in the region.

A copy of the final Field Ofice Evaluation Report, O\LY,
should be sent no later than 30 DAYS after the field office
exit conference to:

General Services Adm nistration

Ofice of Real Property Mnagenent and Safety
Regi onal Eval uati ons Branch (PMPO)

Washi ngton, DC 20405

Pl ease feel free to attach any conmments or questions wth
regard to the Qperational Evaluation GCuidelines. The Central
Ofice Real Property Managenent and Safety staff shall
respond within 30 days.
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APPENDI X B

General Instructions for Evaluating Del egated Buil ding
Qper ati ons

1.

Purpose of operational evaluations for del egated agencies
is to assure

A Preservati on of Governnent assets.
B. Quality delivery of services to building occupants.

C Conpliance with established regul ations, policies
and procedures.

D. Conpliance with new del egation and re-del egation
agreenents.

The Del egation Evaluation Team The team shall consi st
of a team | eader and persons who have denonstrated a
high I evel of expertise in the specific program areas.

A The team | eader is responsible for:
i Notifying the del egatee agency, in witing, at

| east 30 days in advance of the inpending
eval uati on.

i, Coordi nating any adm nistrative support needed.

. Distributing a copy of the del egati on agreenent
and ot her appropriate docunentation to each team
nmenber .

V. Scheduling entrance and exit conferences wth the
del egated agency officials.

V. Assenbling the work paper package and witing the
final report.

B. Team nenbers are responsible for
I Revi ewi ng the del egati on agreenent.
. Revi ewi ng prior operational evaluation reports.

. Preparing any information or analysis they may
need prior to the on-site eval uations.
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V. Submtting their itineraries to the team | eader
at least 5 working days before the team | eader's
formal notification to the del egated agency
(see 2A1.).

V. Di scussing the results of their review,
especially the findings, wth all delegated
agency officials affected.

Vi . Submtting to the team | eader

a. A witten report discussing the results of
their review

b. A GSA Form 7413 for each finding and
recommendati on (F&R). Reviews of multiple
bui | di ngs shoul d specify on Form 7413 whi ch
building the finding F&R s pertain to.

C. The scoring sheets and all docunentation
supporting the evaluator's score (e.qg.
notes, checklists, work papers,
conput ati ons, and phot ographs).

The Del egation Evaluation Team wll| assist and
advi se the agency upon the agency's request.

Trai nees may be included; however, their
participation nust be |limted to assisting the
team nmenbers and observing the evaluation
process.

3. Eval uati on Results: The eval uation provides a nuneric
score and a witten report that discloses significant
achievenents as well as problens and reconmendati ons
for correcting those problens. A draft report wll
be prepared by the regions and delivered to the
del egatee at the exit conference or within five days
after the exit conference. The del egatee's coments
are due within 30 days upon receipt of the draft
report. The final report will be issued no later
than 15 days after the delegatee's due date. Any
del egatee's comments received prior to final issuance
of the report will be included. *

* ¥ * O > *

*

A Scori ng: The nuneric scoring provides a conparative
basi s of operations. The results are based on a weighted
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system of scoring. Service Delivery makes up 75 percent
of the score. The Adm nistrative Program conpliance
with policies and procedures, mnakes up the remaining 25
per cent. Weight factors are also given to specific
conponents within each program area.

Since the quality of service delivery can exist at
varying levels, partial scores (those scores between
zero and the nmaxi mum score) may be given for conponents
under the Service Delivery section. No partial scores
will be given in the Admnistrative Program section
since this is viewed as a "conpliance or nonconpliance"
I ssue. Components will either receive full credit or
zero.

Some of the conponents may not apply to certain

si tuations. Shoul d this happen, the evaluator should
mark that conmponent as "N A", (Not Applicable) and nake
a margi nal coment explaining why it is not applicable.

Were a del egated agency's failure to performis so
significant as to generate a finding, the eval uator

must make recomendations that wll renmedy the failure.
If an operation scores less than 80 on the overall
evaluation, a follow up evaluation shall be perforned
within 90 to 120 days fromthe date of the final report.
If a delegated operation scores 80 or higher, but one or
nore specific program area scores less than 75, a follow
up evaluation of those specific prograns shall be
performed with 90 to 120 days from the date of the final

report. If the follow up evaluation indicates the
del egatee is still performng unacceptably, the
del egation will be assessed in accordance with the policy

on reversion.

The follow ng nethod of conputing program eval uation
scores wWill maintain the 75 percent to 25 percent
service delivery to admnistrative program rati o:

Service Delivery:

Actual Score

TTTTTTTTTTTTTTmmTmmTeT X 75 = Evaluation Score
(Maxi mum Score - NA'S)
Adm ni strative Program
Actual Score
"""""""""""" X 25 = Evaluation Score
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B. Witten Report: The written report describes the
results of the del egation eval uati on. It shall be
arranged in the follow ng manner:

i. Acknow edgnent Page - The del egated agency
representative shall acknow edge receipt of
the evaluation report by signing the form on
page B-13 of Appendi x B. The form should be *
returned via fax to GSA "Not e: Thi s does
not require conpletion of action plans, nor
does it constitute acceptance of the findings
and/ or reconmendations."

ii. Cover Sheet - The summary rating sheet wll
serve as the cover sheet.

Piii. Tabl e of Contents:
DELEGATI ON EVALUATI ON REPCRT
TABLE OF CONTENTS

Section:
Overvi ew A
Team Menbers Al
Buil dings Visited A2
Qperations & Mintenance Program B-3
Energy Conservation Program G4
Custodi al Program D5
Safety and Environnental Program E-6
Concessi ons Program F-7
Repair and Alterations Program G38
Contracting Activities Program H 9
Resource Managenent Program [-10
Lease Managenent Program J-11
Space & Assignment & Utilization Program  K-12
Security Program L-13

iv. Overvi ew

The overview consists of the follow ng major
sections:

a. Purpose - This paragraph should briefly

di scuss the purpose of the evaluation. It rmust
include, at a mnimum the concepts of asset
preservation, tenant satisfaction, and conpliance
with the del egati on agreenent.
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b. Scope - This paragraph should briefly
descri be how the evaluation was perfornmed, for
exanple, "This evaluation was perforned in
accordance with the GSA (perational Evaluation

Qui del i nes. It included site visits and

equi pnrent testing where deened necessary.
Docunentation was reviewed for conpliance, and
tenants and enpl oyees were interviewed to assist
the evaluator in devel oping his/her conclusions."”
c. Conclusion - This section of the report wll
di scl ose the summary evaluation narrative. The
openi ng paragraph will depend on the scoring and
the findings.

O Wen the summary score is at |east 80,
the individual program scores are at |east 75
and there are no specific findings, use the
foll owi ng openi ng sentence: "W found the
real property prograns delegated to (insert
agency nane) neet the terns of the del egation
agreenent, and GSA regqgul ati ons and guidelines.™

O Wen the summary score is at |east 80,
and the individual program scores are at | east
75, but there are specific findings for the
agency to address: "Except for a few findings
in (list program area) we found the real property
prograns delegated to (insert agency nane) neet
the terns of the del egation agreenent, and GSA
regul ati ons and gui delines."

O Wen the sunmary score is at |east 80,
but one or nore individual prograns score |ess
than 75: "Except for (list the deficient program
areas) we found the real property prograns
del egated to (insert agency nane) generally neet
the terns of the del egation agreenent and GSA
regul ations and guidelines. W wll reevaluate
(list program areas) within 90 to 120 days from
the date of this report because these areas were
found to have unacceptable scores.”

O Wen the summary score is |less than 80:
"The real property prograns delegated to
(insert agency nane) do not neet the ternms of
the del egati on agreenent, nor GSA regul ations
and gui del i nes. Specific recommendati ons have
been devel oped to correct these deficiencies
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action to inplenment them should begin imed ately

W will reevaluate the del egated operations
within 90 to 120 days from the date of this
report."

O Under all situations the report should
end with an offer to assist the agency and a
person to contact for that assistance.

v. ~Team Menbers - List all participants and the
functions they performed during the eval uation.

Vi . Buildings Visited - List all buildings that
were inspected during the eval uation.

Vii. Program Sections - Each program section shall
begin with the program rating sheet. It should
be followed with a brief narrative describing
the results of evaluating the program section.
and the program conponents sheets. The fi nal
entries in each program sections should be the
GSA FORM 7413 for each individual finding and
recomendation for the particular program

section. NOTE: PLEASE REFER TO THE LEASE *

MANAGEMVENT SECTI ON FOR SPECI AL | NSTRUCTI ONS *

ON REPORTI NG REQUI REMENTS. *
viii. Page Nunbering - The page nunbering system for

the final report is based on the follow ng:

"A" identifies the page as part --------- |
of the final report.

A nuneric character, identifies -----------
the major section of the final report.

A nuneric character, identifies -------------
the subsection within the major section.

1 = Narrative
2 = Finding
3 = Finding

An al pha character, identifies the ------------
pagi ng sequence within the subsection.
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As an exanpl e:

The first page of the overview section would be

| abeled "A ' 1." Subsequent pages in the overview
should be |abeled "A 2," "A . 3." The concessions
portion of the report would begin with the rating
sheet for the concessions program It would be
nunbered "A-7." The narrative supporting the
rating would follow The first page of the
narrative would be nunbered "A-7.1" or "A-7.1a"
if nore than one page is required. The rest of
narrative would be nunbered "A-7,1b," A-7.1c."
The first finding (GSA Form 7413) shoul d be
nunbered "A-7.2," the second "A-7.3."

Eval uati on Package: The eval uation package will be nade
up of the final report and all docunentation and work
sheets related to the del egation evaluation. The package
should conformto the follow ng format:

A Tabl e of Contents
Secti on

Del egati on Eval uati on Report A
Qperations and Mai ntenance

Energy Conservation

Cust odi al Managenent

Saf ety and Environnent al

Concessi ons

Repair and Alterations

Contracting Activities

Resource WManagenent

Lease Managenent

Space Assignnent and Utilization Program
Security Program

Adm ni strative

SrXCe—"IOmMMmMOOW

B. Format - The rating sheet for each program shal
serve as the first page of each section, and shal
carry the corresponding section letter. The service
delivery rating sheet for that program shall serve
as the second page. The work papers supporting the
service delivery rating should follow  They in- turn
should be followed by the admnistrative program
rating sheet which would be followed by its
supporting work papers.
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Page Nunbering - The page nunbering system for the
eval uati on package is based on the follow ng:

PAGE NUMBER: X-N x. N x

An al pha character corresponding ------
to the program section in the Table of
Contents.

A "1" for service delivery or a "2" -----
for adm nistrative program

An al pha character that corresponds to ----
t he eval uation conponents within the
service delivery and admnistrative
program subsecti ons.

A nuneric character that may: ----------------

O correspond to a sub-conponent wthin
an eval uati on conponent.

O mark a building that was eval uated
under a nmj or conponent.

O serve as a page designator for a major
conponent that has no conponents nor
bui | di ng eval uati ons.

An al pha character that nmay serve as a ---------
page designator for a sub-conponent or

as a designator for a building that was

eval uated under a sub-conponent.

As an exanple: The rating sheet for the operations
and mai ntenance program would be |abeled "B". Its
service delivery rating sheet would be |abel ed
"B-1." The check list used to evaluate buildings
under conponent "A" or the operation and nmaintenance
program shall be nunbered as "B-l1la.1."

The next pages of the check list for the specific

building shall be |abeled "B-l1la.1la," "B-1la.1lb." The
check list for the next building should be |abeled
"B-la.2." The administrative program rating sheet

should follow the service delivery work sheets, and
it should be |abeled "B-2." Conponent "A" should be
| abeled "B-2a.1" if nore than one page is needed or
if there are subconponents. If there are
subconponents, the first page of the subconponent
should be |abeled "B-2a.1la," "B-2a.1lb" and "B-2a.lc."
The next conponent would begin with page "B-2a,2."
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1.

2.

DD Adnministrative - The admnistrative section of the
eval uati on package should contain copies of the
notification letter to the del egated agency, team
menber itineraries, and other docunentation such as

notes from the exit conferences.

(DO NOT | NCLUDE THE NARRATI VE GUIDELINES IN YOUR FI NI SHED
WORK PAPER PACKACE. )

Eval uati on Package Disposition: The original copy of
t he del egation evaluation package will be kept in the
region and filed along with agency comments, action
pl ans and docunentation of conpleted actions.

A copy of the final Delegation Evaluation Report, QONY,
shoul d be sent to: General Services Adm nistration,
Ofice of Real Property Managenent and Safety, Program
Performance and Analysis Division, Regional Evaluations
Branch (PMPO) .

A copy of the final Delegation Evaluation Report shall
al so be sent to the del egated agency.

Reversion Policy For Federally-Owmed And/ O Operated
Del egated Facilities

Pur pose of Reversion Policy: The reversion policy

est abli shes the procedures and processes whereby

del egations of operation and managenent authorities in
federal |l y-owned and/or operated facilities are termnated

and the responsibility for operation and nmanagenent of the
asset reverts back to GSA

Reasons for a Del egati on Reversion:

A Nonper f ormance of program responsibilities;
B. Nonconpliance with the terns of the agreenent;

C Loss of eligibility (based on percentage of
occupancy);

D. Expiration of the delegation agreenent; and

E.  Mitual agreenent.
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3. Reversion d assifications:

The follow ng classifications are not mnutually exclusive
and a reversion may enconpass several classifications.
The salient characteristics are outlined bel ow

A Nonperformance of program responsibilities

This will be based primarily on the application of the
Qperational Evaluation Cuidelines as follows:

i. A recommendation of a reversion for nonperformnmance
will be prepared using the follow ng guidelines:

a. Overall reevaluation score is less than 80
poi nt s.

or

b. The reevaluation score of an individua
program area is less than 75 points and the
nonperformance of this program area threatens
the real property asset.

ii. The process for both of these will require
consideration of prior evaluations and any
extenuating circunstances which mght adversely
affect the delegated agency's ability to perform

B.  Nonconpli ance:

This will be based on a delegatee failing to conply with
the terns and conditions of the agreenent. It requires
that significant conpliance failures be docunented and
brought to the attention of the delegate at |east tw ce.
Some exanples of this docunentation would be a deficient
al l ocation account and/or failure to submt required
reports (i.e., the annual cost report, the allocation
account docunentation, the annual budget request).

C. Loss of Eligibility:

Del egation eligibility is based on the current nationa
policy, which limts delegation eligibility to single

t enant agenci es having 90 percent or greater occupancy
of Covernnent controlled space. However, changes in
occupancy over the term of the agreenent may occur. In
the event a del egatee's occupancy changes bel ow the 90
percent threshold value, the del egated agency may no

| onger be eligible for the del egation.
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The followi ng guidelines establish the criteria in which
the del egatee nmay retain the del egation:

If the occupancy ratio (occupied space only) is less than
90 percent and the agency does want to retain the
del egati on;

i. The agency must have satisfactory performance
eval uati ons;

. The agency nust provide evidence of affirmative
concurrence of 100 percent of the RENT paying
agencies in the building or facilitY bei ng
consi dered for del egation. This will be required
docunentation which will be verified during
regi onal reviews; and

. The agency nust have a record of admnistrative
conpliance with the terns and conditions of the
del egati ons agreenent.

If the occupancy ratio (occupied space only) is less than
90 percent and the agency does not want to retain the

del egation, the reversion basis wll be considered nutual
agr eenent .

Expiration of Delegation

This will be based on the expiration of the term of the
agr eenent . This action would be occasioned by a decision
not to continue with a "follow on" redel egation of
authority. The basis of the decision can be
ineligibility, nonconpliance, nonperformance, and/or

mut ual agreenent.

The deciding agency (GSA or del egatee) nust provide
sufficient notice of its intent not to continue with the
del egati on. The specific period of time wll vary, but a
m ni mum of 120 days prior notice is needed. Thi s enabl es
either GSA or the delegatee to prepare for the reversion

E.  Miutual Agreenent:

This will be based on agreenent between GSA and the

del egatee, that the delegation will revert to GSA

wi t hout cause. This type of reversion reflects a

deci sion by the nanagenent of both agencies, that the
asset can be nore effectively and/or efficiently nanaged
by GSA
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4.

Pr ocess:

A Subsequent to a tinmely reevaluation and definitive
evidence of a delegatee's failure to inprove program
area(s) performance, a reversion recomendati on (RR)
will be made by the Regional Adm nistrator and
concurred on by the Central Ofice program office(s).
The RR will then be forwarded to the PBS
Commi ssi oner. The RR will contain a justification
for reversion, an inpact analysis (FTE, costs,
contract inpacts) and a GSA phase-in plan.

The RR wll be followed by the Comm ssioner's
i ssuance of a "Notice of Intent to Revert." This
will give the del egated agency a 30 day response

wi ndow and a proposed effective date of reversion.

B. The final decision to revert nust be nade by the GSA
Adm ni strator; however, the RR is subject to the
"Di sputes” clause in the standard del egation
agr eenent .

C. Except in instances of energency or life threatening
situations occasi oned by nonperformance under the
terns of the agreenent, reversions will be proposed
to coincide when the fiscal year starts,

D. Once a reversion decision has been made, GSA wil |
have the latitude to assune partial operational
responsibility for deficient program areas in order
to protect the real property asset. The aut horit%/
for reversion wll be the termnation provision o
t he agreenent.

Reversi on Date:

Except for reversions which are nutually agreed upon
bet ween the del egated agency and GSA or in cases of
life threatening situations/energency situations, the
reversion effective date will always coincide with a
fiscal year start. In the event of an urgent need to
revert based on nonperformance or as a result of a
mutual |y agreed upon reversion date, the del egatee nay
be required to furnish the funding and other resources
for GSA to manage the asset (reinbursable operation).
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ACKNONLEDGVENT OF RECEI PT FORM

AGENCY/ BUI LDI NG

DATE(S) OF EVALUATI ON:

| hereby acknow edge receipt of the aforenentioned
del egation eval uation report

SI GNATURE OF AGENCY REPRESENTATI VE DATE

Pl ease return formvia fax to:

NAME:

COFFI CE:

CFFI CE TELEPHONE:

FAX NUMBER

Note: This does not require conpletion of action plans, nor
does it constitute acceptance of the findings and/or
recomrendat i ons.
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APPENDI X C
CLI ENT AGENCY SURVEY

The dient Agency Survey serves as a baroneter for neasuring
client satisfaction. A though use of the survey during the field
office evaluation is encouraged, it is optional. The field

of fice evaluation focuses on service delivery based on PBS
performance | evels.

The Cdient Agency Survey neasures perfornmance to client

expect ati ons. An "Expectations Gap" exists when the service
delivery neets PBS perfornmance |levels but falls short of client
expectations. The survey discloses that gap. The building
manager can use this information to review the operations and
determ ne whether performance levels are not achieved or client
expectati ons maybe too high.

Where performance fails to neet PBS quality levels, the building
manager can take imediate steps to remedy the problem  \Were
performance levels are net but client expectations exceed those

levels, building nmanager needs to establish better communications
with the client.

As a tool for evaluating field offices, the dient Agency Survey
can be beneficial. Its true nmerit lies in its usage by the
bui | di ngs nanagers. Its an excellent neans of communicating with
the clients and for determining the |evel of performance fromthe
clients perspective. Therefore, usage by the building nanager is
encour aged.
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Cient Agency Interview Survey

Key: NA - NOT APPLICABLE, A - ALWAYS, U -

O - OCCASI ONALLY, S - SELDOM N - NEVER

1.  QUTSI DE CLEAN NG

a. Landings, steps and sidewal ks adjacent
to entrances are swept daily. No obvi ous
dirt or debris observed.

b. Al sidewal ks, parking areas, drive-
ways and |awns are policed everyday. No
obvi ous signs of discarded w appers, paper,
cigarette butts, etc.

c. Al sidewal ks, parking areas, and
dri veways are swept weekly. No obvi ous
dirt or debris observed.

d. Lawns are cut, edged, trimed and
watered as required. Gass presents a well
grooned appear ance.

e. Shrubbery is trimed and watered as
required. Shrubs appear healthy with no
signs of excess dryness.

f. Snow and ice is renoved as required
2. ENTRANCE AND LOBBY CLEAN NG

a. Each day the full floor area is swept
or vacuuned. Fl oors/ carpet free of obvious
dirt and debris.

b. Each day all surfaces are dusted;
wal | s are spot cleaned. No obvi ous dust
found on surfaces. Srmudges, marks, or spots
not visible.

C. Each day netal on entrance doors is
pol i shed. No snears, stains, or fingerprints
observed.

d. Each day all floors in main entrances

and | obbies are danp nopped and spray buffed
daily. The fl oors shine.
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e. Daily, all ash receptacles are cleaned.

All ashes, tar, dust and nicotine stains are
r enoved

f. Both sides of nmain entrance glass are
cl eaned daily. Gass is free of dirt, grine,
fingerprints and streaks.

3. ROOM CLEAN NG

a. Ashtrays are enptied and cl eaned
daily. Al dirt, ash, stains and dust are
renoved

b. Wastebaskets are enptied daily.
Pl astic bags are replaced when they becone
soil ed or torn.

c. The full floor areas are swept
and/ or vacuumed thoroughly each nonth. No
dirt or dust observed under tables, desks,
chairs, etc.

d. Fl oors are spot swept or vacuuned
daily. No obvious dirt or debris observed
in traffic patterned areas.

e. Al horizontal surfaces of desks,
tables and files that are readily avail able
are dusted daily.

f. Al horizontal surfaces and under
surfaces of furniture are dusted nonthly.

. Al glass in doors, partitions and
bookcases are danp-w ped sem annually.
G ass is free of dirt, streaks, finger-
prints, watermarks.

h. Al tile floors are stripped and
new floor finish is applied annually.

4. RESTROOM CLEAN NG

a. Fl oors are swept and nopped or
scrubbed utilizing a cleaner disinfectant
everyday. Floors are free of dirt, nop
marks, string gum grease, tar, etc.

b. Al fixtures are cleaned and
properly disinfected everyday. Al fixtures
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are clean and bright with no evidence of
dusts, dirt, mold, encrustation, etc.

c. Horizontal surfaces are dusted and
ot her surfaces are spot-cleaned everyday.
Snmudges and spots are renoved.

d Al trash receptacles are enptied
daily.

e. Towel and tissue dispensers are
rest ocked as needed.

f. Gaffiti is renoved daily.

g. The restroom is serviced during
the day (trash picked-up, dispensers
rest ocked).

h. Al walls, doors, stall surfaces
and trash receptacles are danp-w ped every
2 months. No streaks, snears, or spots
are observed.

5. CORRI DORS

a. The full floor areas of all corridors
are swept or vacuuned daily. Floors are free

of all dirt, dust and debris.

b. Al drinking fountains and ash
receptacles are cleaned daily. Fount ai n
basins are free of trash, ink, coffee
grounds and nozzles are free from
encrust ation.

C. In main corridors, hard and
resilient floors are danp-nopped and spray
buffed daily. Fl oors shine and have an

uni form | ustre.
6. ELEVATORS/ ESCALATORS

a. Al passenger elevators and
escal ators are cleaned daily. Fl oors are
cl ean. Metal, plastic, and other surfaces
are free of streaks and fingerprints.

b. Floors of freight elevators are
swept daily.
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7.  STAI RMYS

a. Al stairways are swept and
handrails dusted every other day.
Landings and treads are free of dirt,
dust, gum «cigarette butts, and other
debris.

b. Steps, risers and |landings are
nopped nont hly. Landi ngs and steps are
free of dirt, nop marks, gum grease,
tar, string and present an overal
appear ance of cleanliness.

8. W NDOW5

a. Wndows are washed twi ce a year
Washed glass is free of dirt, grime and
streaks.

b. Venetian blinds are dusted and
vacuumed twice a year.

c. Venetian blinds are washed annually.
Both sides of blind slates are free of dust,
dirt and water spots.

9. PEST CONTROL SERVI CES

a. I nsect problens are taken care of
i mredi ately. After treatnent, no evidence
of infestation is observed.

b. Rodent problens are taken care of
i mredi ately. After treatnent, no evidence
of infestation is observed.

10. UTILITY SERVICES (Myving Furniture,
Loadi ng/ Unl oadi ng Supplies, etc.)

a. Requests for utility type services
are responded to within a reasonable
timefrane (24 hours).

11. REI MBURSABLE SERVICES (Additional d eaning

and HVAC Servi ces)

a. RWAs are processed and estinated
within standard tineframes (usually 30 days).

b. Requested services are provided
in accordance with the RWA request.
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12. OFFI CE/f ROOM  TEMPERATURE

a. Ofice space is nuintained at
76 to 80 degrees during seasonably hot
nont hs.

b. Ofice space is nmuaintained at
65 to 70 degrees during seasonably cold
nont hs.

c. Tenperatures are within the above
ranges at the beginning of each workday.

d. Tenperatures are within the above
ranges until the end the workday.

e. Any conplaints of deviations in
the tenperatures above are responded to in
a reasonabl e amount of tine.

13. OFFICE LIGHTI NG LEVELS

a. Ample lighting (50 ft. candl es)
is provided at each workstation.

b. Hallways are adequately lit to
provi de safe neans of passage.

¢c. Any conplaints of blinking or
burned out lights tubes are responded to
and corrected within 24 hours.

14. RESTROOM PLUMBI NG

a. Al wurinals/comobdes flush properly

to renove waste.

b. Warm water is provided for hand
washi ng.

c. Al drains in sinks allow for easy

drai nage of waste water

d. Al fixtures are free of water
| eaks.

e. Any conplaints to correct any of

t he above conditions are responded to and
corrected within 24 hours.
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15. MECHANI CS/ CONTRACTOR PERSONNEL

a. Wien a repair request is responded
to by a nechanic he/she is courteous and
pr of essi onal .

b. Repairs are effected with a m ni num
of disruption to the office staff.

c. Al nechanical personnel are easily
identified by their distinctive uniform
bearing the GSA | ogo or conpany nane.

d. Repairs are effected by mechanica
personnel using all necessary safety
precautious (i.e., warning signs, safety
| adders, etc.)

16. ELEVATORS/ ESCALATORS

a.  Once a hall call button is pushed,
an elevator car responds in a reasonable
timefrane.

b. El evat or doors open and cl ose
properly within a reasonable tinefrane.

C. Elevatpr door s do_not cl ose on
passenger entering or exiting the elevator

d Al hall button and floor nunber
i ndicator lights work properly.

e. Al elevators generally are
operating properly and are not out of
service for long periods of tinme (3 days
or nore).

f. Escal ators generally work properly

and are not out of service for |ong periods
of time (3 days or nore).

. Wen any malfunctions in elevators
or escalators are reported, they are responded
to imediately and corrected within 24 hours.
17. MECHANI CAL DOCRS

a. Al nmechanical doors operate properly
and allow anple tine to enter/exit building.

b. Mechani cal doors are not out of
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service for long periods of time (3 days or nore.)

18. UNSAFE CONDI TI ONS

a. Mechanical nmalfunctions in
el ectrical systens (i.e., electrical outages
due to shorts, blown fuses/tripped breakers)
are virtually nonexistent.

b. Br oken doors, w ndow gl ass, |ocks, etc.

are repaired within 24 hours of being reported.

c. Stairwells are adequately lit and
pose no safety hazards.

19. SERVICE CALL PROCEDURES

a. You are treated with courtesy when
you report a service problem (i.e., lights
out, leaks, spills, etc.)?

b. Service problens are responded to
within the following time periods:

Pr obl enf Servi ce Response Tine Repair Tine

Heal t h/ Saf ety | medi atel y Most within
24-48 hours

I noper abl e I medi atel y 24-48 hours

el evators

Too hot/col d; 1-2 hours 24-48 hours

restroom after cal

servi ci ng; is rec'd

wat er fountain

Broken gl ass; 2-4 hours 24-48 hours

br oken entrance/ after cal

exit doors is rec'd

Repl ace lights 24 hours 24-48 hours

at workstations after call if ballast

isrec'd is bad

Rout i ne Wthin 3 5 days

servi ci ng days

(broken

vential blinds,

m nor restroom

probl emns)
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